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ABSTRACT 
The Use of Shorthand As an Employment 
Criterion in Selected Utah Businesses 
Robert Jon Ackley, Doctor of Education 
Utah State University, 1979 
Major Professor: Dr. H. Robert Stoc ker 
Department: Business Education 
The purpose of this study was to gather data to answer the following: 
(l) Is shorthand used as an employment screening device when there 
i s little expectation of the use of that shorthand skill; and if it i s, 
what are the competencies which employers believe individuals possess if 
they have compl eted a shorthand course? 
(2) Are persons who have completed a course in a particular short-
hand system (alphabet i c, symboli c, or machine) as acceptable to emp loyers 
for positions wh i ch require abi li ty to take shorthand as persons who have 
taken a course in a different shorthand system; and if not, why are these 
individuals not acceptable? 
Procedures 
The businesses l ocated in the state of Utah and li sted in the 1978 
Midd l e Market Directory and 1978 Million Dollar Directory constituted the 
access i ble popu l at ion. From a sampl e of ·275 businesses, 200 question -
naires, or 72.7 percent, were returned. There were 173 usable returns. 
xi 
Findings 
(l) There was no sign ificant difference between the responses of 
employers who preferred or attempted to hire persons who had completed a 
course in s horthand and the response s of employers who sa1~ no need to 
hire individuals who had completed a shorthand course when the employers 
were stratified by Standard Industrial Classification (SIC) or size . 
(2) Ylhen stratified by SIC, significant differences were found be-
tween the means of the eight levels of SIC for the competency statements 
grouped by Knowledges and Skills, Att itudes, and for the combined means 
on 46 competency statements. Fi sher LSD tests were performed in order to 
determi ne which SIC's differed sign i ficantly for the eight levels of SIC. 
An item- by-item analysis of variance on each of 46 competency statements 
for the SIC treatment variable resulted in sign ificant f ratio s for six 
statements. 
(3) In those bus inesses where shorthand was used in performance of 
assigned ta s ks, over half of the respondents indi cated they had no pre-
ference for the type of shorthand system in which their office employees 
had ski ll. Ylh en preference was stated, symbolic shorthand was most often 
preferred. Alphabetic shorthand was more widely acceptable than mach ine. 
(4) The null hypothesis that there were no significant differences 
between the weaknesses identifi ed as being possessed by persons who had · 
skill in al phabetic, symbolic, or machine s horthand when respondents were 
stratified by SIC or s ize was not rejected. 
Cone l us ions 
(1) Some respondents perceived completion of a shorthand course 
de veloped competenc i es other than the ability to take and transcribe 
sho rthand. 
xi i 
(2) Competencies perceived by some respondents as being developed 
in shorthand classes cou ld have been developed in other courses. 
(3) Shorthand was used as an employment screening device by some 
respondents. 
(4) Th e nature of the business made a difference in the competencies 
perceived as being developed when comp l eting a shorthand course. 
(5) Depending on the exposure to individuals with shorthand skill, 
employers evaluated differently those competencies which may be developed 
when a shorthand course has been compl eted. 
(6) Some respondents were not as much concerned with the actua l 
shorthand system employed as they were with the competencies developed 
when a shorthand course has been completed. 
(7) Machine shorthand must have greater exposure in the business 
world in order to gain acceptance. 
(8) Since a limited number of persons use alphabetic or machine 
shorthand in offi ces, emp loyers might not be able to compare shorthand 
sys tems; consequently, these employers requ i red skil l in that system 
which was most familiar. 
(9) Many persons who have not completed a course in shorthand but 
who have adequate entry-level skil l s for office work might not be hired 
for positions where shorthand i s used as an employment sc reening device. 
(194 pages) 
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CHAPTER I 
INTRODUCTION 
Shorthand is recognized by business educators as being one of the 
three main courses for study in the high school business curriculum. 
As noted by Crank and Crank in the 1977 Yearbook of t he National Bus i -
ness Educa tion Association, Curricu l um Develooment in Education for 
Business, the business curriculum has centered around typewriting, 
shorthand, and bookkeeping, these courses having been transferred to 
public high schools from private business schools (p. 4). 
Although the exact date when shorthand was introduced into the 
public sc hool curriculum is not agreed upon by authorities, there is 
some evidence that it was first introduced in St. Louis in 1862 (Knepper, 
1947, p. 20). Prior· to the end of the 19th cent ury, Isaac Pitman 
shorthand and Benn Pitman shorthand were the two most commonly used 
shorthand systems in the United States . In Boston i n 1893, John 
Robert Gregg i ntroduced his system of shorthand, whi ch had previously 
been publ i shed under the t i t l e "Li ght- Line Phonography" (Forkner & 
DeYoung, 1976, p. 95). 
The expansion in the use of Gregg shorthand at the turn of the 20th 
century was related to severa l developments. These devel opments inc l uded 
the establishment of the Gregg school in 1895 and the numerous speed-
test wi nnings by Gregg writers. In addition, the Gregg organization 
began publication of Business Education World and provided speakers 
without charge for l ocal, state , and regional business education asso-
ciat ion meetings (Forkner & DeYoung , 1976 , p. 96). The Gr egg sc hoo l in 
Chicago played a significant role in ma king Greg g shorthand almost uni-
versal i n American schoo ls during the f irst ha lf of the 20th century 
(Forkner & DeYoung, 1976, p. 97). 
Since the early 1970 ' s, the shorthand curricu l um has received re-
newed attent ion, both fro m its advocates and its opponents. In 1974 
the South-Western Publishing Company introduced its CENTURY 21 shorthand 
system. Symbolic in nature (i.e., us ing curved lines , straight lines , 
circles , and so forth to represent sounds, l etters , and word s), C-21, as 
the system has come to be known, is based on extensive computer research 
and classroom testing (Christensen & Bell, 1974 , p. l ). 
The Gregg Di vi s ion of the McGraw-Hill Book Company introduced in 
1977 its Series 90, the fourth revision of the original symbolic sys t em 
devel oped by John Robert Gregg. The revisions made were the result of 
fe edback from instructors in shorthand, cha nges in the Engli sh language, 
and the results of research (Gregg Shorthand Series 90 Refinements, 
1977' p. l). 
In additi on to these two events in the continuing development of 
symboli c shorthand, alphabetic sho rthand and machine shorthand methods 
have started to have an impact on the secondary school shorthand curri-
culum. Alphabetic s horthand (where alphabeti c letters or combinations 
of alphabetic l et t ers and symbol ic shorthand characters are used to 
represent sounds , letters, and words) i s now becoming more readily 
ava il able to seco ndary students. Cl aims by publishers of th ese systems 
as to the simplicity of learn ing and i n using these systems have been 
substantiated by research (e.g., Hadfield, 1975 ; Harper, 1964; Horlacher, 
1969; Ritchey, 1973; and Smith, 1966). Consequently, alphabetic systems 
are becoming recognized by shorthand instructors as being valid alter-
natives to symbolic shorthand in the shorthand instructional area. 
Although machine shorthand has been in existence since the turn of 
the 20th century, it has not received the attention of business educa-
tors that symbolic shorthand has. Machine shorthand, which is also 
known as touch shorthand, involves the use of a machine with 22 keys 
which print letters when struck by the operator. These letters, both 
individually and in combination, represent sounds, letters, and words. 
Machine shorthand has been traditionally taught at the postseconda ry 
level where the emphasis has been on the development of court-reporting 
skills. However, Ruegg (1967) noted that in the business office the 
transcriber who is skilled in touch shorthand is able to efficiently 
produce accurate , attractive transcripts in a minimum of time (p . 47-51). 
Research that has been conducted on the merits of machine shorthand 
in the business office has not been conclusive (Forkner & DeYoung, 
1976, p. 96~ However, the use of computers to transcribe the machine 
shorthand symbols (which are recorded on magnetic cassette tape) is now 
poss ible ("Speeding Up Trial Transcripts," 1974, p. 80~ Although 
editing of copy and the need for uniformity in shorthand theory have 
been problems, it would seem that computerized transcription should make 
machine shorthand systems more attractive for regular business corres-
pondence because of reduced transcription time. 
Regardless of the impact the different shorthand systems have had 
on the shorthand curriculum, the Occupational Outlook Handbook for 1978-
79 noted that "employment of stenographers is expected to continue the 
decline of recent years as the increased use of dictation machines has 
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severely reduced the need for office stenographers" (p. 104). Word 
processing (the combination of people, procedures, and equipment that 
transforms ideas into printed communications [LaDue, 1976, p. 211] ) , 
with emphasis on transcription from dictation machines and the use of 
magnetic media text-editing typewriter equipment, has affected the need 
for shorthand. Kruk (1978) stated that as more business executives use 
dictation machines, the need for shorthand by any office employee is 
open to question (p. 44) . In an International Word Processing Associa-
tion survey of 350 1~ord processi ng supervisors, 75 percent of the re-
spondents indicated that they considered shorthand "unimportant" 
(Anderson, 1976, p. 18). 
Despite such reports of the diminished role of shorthand in busi-
ness, many business educators believe that there is a cont inuing need 
for shorthand instruction. Hampton, in the 1976 Yearbook of the National 
Busines s Education Assoc iation, stated that new office technology and 
increased emphasis on machine transcription ca ll for a thorough review 
of the secretarial curriculum with necessary reorganization; but this 
reorganization should not exclude the teaching of manual shorthand 
(p. 204). The Occupational Outlook Handbook for 1978-79 noted that 
"employment of secretaries is expected to increase fa ster than the av-
erage for all occupations through the mid-1980's" (p. 104) . In addi-
tion, open ings for secretaries are expected to be more than three times 
the number of openi ngs for any other cleri cal occupation through 1985 
(Occupational Outlook, 1978, p. 90). 
The position of Hampton and others has repeatedly been shown by 
rese3rch to be vali d. Many studies have been conducted to determine 
the entry-leve l competencies either needed by empl oyees to perform the 
tasks associated with general office and stenographic positions or re-
quired by employers for initial employment in these positions (e .g., 
Johnson, 1971; Kennedy, 1978; Lamb, 1969; Manship, 1966; Marshall, 1973; 
Matthews, 1975; McKinnon, 1966; Sacco, 1971; Scalamogna, 1969; and 
Scammon, 1974). A)l of these investigators concluded that the abi lity 
to take and transcribe shorthand was required of many prospective office 
workers either to obtain empl oyment or to perform the tasks associated 
with office positions . However, the studies differed in the percentages 
of employers who required shorthand for employment. 
Even though it has been shown in the above studies that competency 
in shorthand is required by many employers, follow-up studies of students 
have shown that shorthand skill has not been used in many of the posi-
tions held fo ll owing completion of their schoo l ing (e.g., Hobbs, 1973; 
Roberts, 1975; Webster, 1968; and Zimmer, 1971 ). Some persons have 
noted that many businesses require prospective employees to have taken 
shorthand even though skil l in shorthand may not be needed in order to 
perform the tasks associated with a particular position; that is, the 
ability to take shorthand has in itself become a personnel select ion 
dev ice. For example, in an article concerning the office of the future 
and the resulting impli cations for bus iness education, Moskov i s (1976) 
noted that there is a need to develop hi gh sk ill in machine transcription 
as business is looking for excellent transcribers. Consequently, busi-
nesses prefer to hire people with sho rthand training even when no sho rt-
hand is needed (p. 7). Kruk (1978), in his art icl e, "Educating the 
Educator About WP" [word processing] , stated that spelli ng, punctuation, 
and grammar have always been an important part of the business education 
curriculum. Some personne l managers stil l require shorthand skil l s of 
WP operator appli cants because of their belief that shorthand teachers 
emphas i ze commun icati on skills (p. 44). 
While some persons question the need for shorthand and other peop l e 
defend its inclusion in the business curriculum, some business educators 
have indicated that the impact of technology will alter the role of 
occupational preparation which shorthand has previously played. 
Morrison (1978) stated that "there is very l ittle doubt that existing 
shorthand and typewriting programs . historically the strength in 
the business education specia lization, will have to be restructured" 
(p. 5) . Hitchell (1974) noted that one of the challenges to shorthand 
instructors i s to "prepare individuals who have 'marketable' shorthand 
skills in the l east amount of time" (p. 52). 
Offered as al ternatives to symbolic shorthand are the various 
alphabetic and machine shorthand systems. As noted earlier, students 
enrolled in alphabetic or machine shorthand courses are able to learn 
these systems as well as students enro ll ed in symbolic shorthand systems , 
and sometimes in less time. Lambrecht stated that "sys tems which pre -
sent evidence of being able to be written at 80 words per minute and 
transcribed accurately by the majority of students within one year of 
instruction wil l be serious candidates for adoption" (p. 20). 
In many of the aforementioned studies of the need for shorthand for 
employment, the question of which of the various shorthand systems was 
used by employees or preferred by employers was addressed. However, the 
particular reasons why employers preferred one system of shorthand over 
another system, when a preference was stated, was not investigated . 
Statement of the Problem 
The question may be asked: If the broad vocational competencies 
needed by students preparing for careers in clerical and stenographic 
positions are very similar, why do businesses use shorthand as an em-
ployment screening device? What competencies (knowledges, skills, and 
attitudes) do employers believe individuals possess if they have com-
pleted a course in shorthand? 
The problem of this study, then, was twofold: (1) whether short-
hand is used as an employment screening device when there is littl e 
expectation of the use of that shorthand skill, and (2) whether employ-
ers prefer office workers who have completed a course in a specific 
type of shorthand (i.e . , al phabetic, symbolic, or machine). 
Purpose of the Study 
Since the topic of the need for shorthand by office workers to ob-
tain employment has been subject to controversy, the purpose of this 
study was to gather data to answer the following questions: 
a. Do employers require indi vidua l s for secretaria l and clerical 
positions to have taken a course in shorthand even though knowledge of 
shorthand may not be needed in order to perform the tasks associated 
with the particular positions; that is, is the completion of a course 
in shorthand used as a personnel selection device? 
b. If employers are using shorthand as an employment screening 
device, what are the competencies (knowledges, skills, and attitudes), 
other than the actua l ab ili ty to write shorthand, which employers be-
lieve individuals possess if they have completed a shorthand course as 
opposed to those persons who have not completed a shorthand course? 
c. Are individuals who have completed a course in an alphabetic 
shorthand system or a symbolic shorthand system equally acceptable to 
employers for positions where the ability to take shorthand is an 
employment criterion? 
d. If persons who have completed a course in an alphabetic short-
hand system are not acceptable to employers for positions where short-
hand is an employment criterion, given a li st of possible reasons, why 
are they not acceptable? 
e. Are persons who have completed a course in a machine shorthand 
system or a symbolic shorthand system equally accept~ble to employers 
for positions where the ab ility to take shorthand is an employment 
criterion? 
f. If persons who have completed a course in a machine shorthand 
system are not acceptable to employers for positions where shorthand is 
an emp l oyment criterion, given a list of possible reasons, why are they 
not acceptab le? 
t·1ore specifically, the data 1vere used to test the foll owi ng null 
hypotheses at the .05 leve l of s i gn ificance: 
8 
A. For secretarial and cleri cal po sitions where skill in shorthand 
i s not needed in order to perform the tasks associated with these posi-
tions, there was no significant difference between the responses of 
employers who prefer to hire individuals who have completed a course in 
shorthand and the responses of employers who see no need to hire individ-
uals who have completed a course in shorthand: 
(l) when the se employers have been st ratified according to the nine 
Standard Industrial Cl assifications (SIC) listed in the 1978 
Million Dol lar Directory and the 1978 Middle Market Directory 
for the state of Utah. 
(2) in these ni ne Standard Industrial Class ifi cat ions when these 
emp l oyers have been stratified by the following size of the 
bus i nesses: 
{a) small (l to 25 employees) 
(b) medium (26 to 100 employees) 
{c) large {101 or more employees) 
B. For competencies (knowledges, skills, and attitudes) whi ch were 
summarized on a questionnaire, there was no sign ificant difference i n 
the types of competencies identi fi ed by employers who use s horthand as 
an employment criterion as being held by persons who have completed a 
course in shorthand and persons who have not completed a course in 
shorthand when these employers have been strat ified according to: 
(l) the nine Standard Industrial Cl assifications . 
(2) the size of the business . 
C. For a list of poss i bl e weaknesses of alphabet i c, symbol ic, and 
mach i ne shorthand systems which wel'e summarized on a questionnaire, there 
was no sign ifi cant difference i n the weaknesses ident i fied by emp loyers 
who use shorthand as an employment cri terion as being he l d by appli cants 
who have comp l eted a course i n alphabetic, symbo li c, or machine short-
hand systems when these employers have been stratified acco rding to: 
(l) the nine Sta ndard Ind ustri al Classifications. 
(2) the s ize of the business. 
In add ition, des criptive stat i sti cs were used to report the follow -
ing: (a) the number of employers 1vho say they will accept appli cants 
who have completed a course in an alphabet ic, symbol i c, and/or machine 
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shorthand systems; (b) the number of employers who say they have no 
preference for shorthand systems; and (c) the number of employers who 
say they have no positions in their firms which require a knowledge of 
shorthand in order to complete the tasks assigned. 
Importance of the Study 
As noted previously, the purpose of this study was to gather data 
to determine whether shorthand is used as an employment screening device 
and to determine what shorthand systems are acceptable to emp loyers. 
Kruk (1978) and Moskovis (1976) have stated that many employers 
require prospective office 1vorkers to have taken shorthand even though 
shorthand may not be required to perform the tasks associated with the 
positions. In essence, then, it would seem that the ability to take 
shorthand has, in itself, become a personnel screening device. Other 
writers concur with Kruk and Moskovis, as the following examples show. 
Basil (1977) stated that the traditional personnel selection pro-
cedures used by businesses have not kept pace with today's requirements. 
"Most want ads indicate numerous job openings for secretarial indiv id-
uals with shorthand ski ll s, yet many of these jobs do not require short-
hand at all; the requirement for shorthand was used solely as a se l ec-
tion device" (p. 10 ). Johnson (1976) voiced a similar view when she 
wrote that a recent trend has been to lessen the shorthand requirement 
in the business curriculum as it is evident in business today that 
shorthand has become a personnel selection device rather than a pure 
prerequisite for employment (p. 5). 
G. Wagoner (1976), rev iewing research relating to the need for 
shorthand by emp loyees, reported that one study (Judith Ann Ol son, "A 
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Study to Determine the Systems Used to Record and Transcribe Business 
Office Dictation in the Milwaukee, Wisconsin, Area ," unpublished master's 
thesis, University of Wisconsin, Madison, 1977) found that "it was 
genera ll y agreed that the high school graduate with shorthand skill would 
have promotional potential even though the shorthand was not utilized on 
the job currently held" (p. 31). 
Little research has been done to actually determine whether manage-
ment uses shorthand as a personnel selecti on device. It has been repor-
ted in the studies mentioned previously that shorthand was an employment 
criterion but that in many cases the sk ill was not utilized in perform-
ing the tasks associated with the position. Thus, one might infer that 
the ability to take shorthand was an employment screening device. A. 
Olson (1969) spec ificall y queried employers if they had employed office 
personnel because they had shorthand sk ill even though it may not be 
used on the job. Of the 339 business firms in the Minneapolis-Saint 
Paul, Minnesota , area, 115 (34 percent) indicated that a short hand back-
ground was preferred when employing office workers for non-secretarial 
positions. A. Olson did not attempt to determine why these businesses 
showed a preference for persons who have had shorthand. 
Why then do employers prefer persons who have a shorthand back-
ground? Curley (1977) stated that non -shorthand students need to be 
trained in grammar, punctuation, and spel ling in as intensive a manner 
as shorthand students are trained. "Perhaps, when educators train all 
students in these area s to the extent that shorthand students are now 
trained, then business will not require shorthand sk ill as an entry 
requirement for so many sec retar ial positions" (p. 62) . Remarks such 
as those made by Curley indicate that persons who have had training in 
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shorthand might have developed competencies other than just the ability 
to take dictation. 
A review of the broad vocational competencies needed by students 
preparing for careers in either clerical or stenographic areas would 
shmv that these competencies are quite similar. For example, Weeks and 
Cook, writing in the 1963 Yearbook of the National Business Education 
Assoc iati on, outli ned the outcomes desired when developing vocational 
competence in clerical and stenographic occupations respectively. The 
competencies identified were quite similar except that shorthand was not 
an outcome listed for clerical occupation preparation (pp. 53-75). 
If shorthand is being used as an employmen t screening device, then 
research should be conducted to determine those attitudes, sk ills, and 
knowl edges which empl ayers perceive persons to possess if a course in 
shorthand has been completed. Only in this way can educators design 
their business curriculum so that these competenc i es can be developed in 
all office workers; for, as Eyster (1966) wrote: 
The objectives of a vocational business curriculum are to pre-
pare students to qualify for admission to a specific business 
occupation and to enable the student to make progress in the 
occupation after employment. (p. 196) 
Technol ogica l advances that have affected the equipment used i n the 
office have also affected the knowledges, skills, and attitudes which 
office workers must have developed after completing their training. 
Change produces challenges, and if those challenges are properly ap-
praised and implemented, they may lead to the advancement of business 
education (Eyster, 1966, p. 187). Such challenges are present today in 
the business curricu lum. 
Curley (1977) stated that business educators cannot ignore the ef-
feet that word processing and office automation are having upon office 
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activities; consequently, there is a need to reassess the business cur-
riculum {p. 61). Shorthand instruction should be included in that re-
assessment. "The employment needs of students must be considered when 
selecting the most appropriate system [of shorthand]" (Clayton, 1974, 
p. 13). Moskovis (1976) stated that one of the office education courses 
that will change the most is shorthand, with nonsymbolic systems even-
tually replacing the symbolic systems {p. 7). 
Two alternatives to the traditional symbolic shorthand instruction 
which are beginn ing to receive the attention of business educators are 
alphabetic shorthand and machine shorthand. In recent years, there have 
been several studies conducted to compare alphabetic or machine short-
hand systems with symbolic shorthand systems (e.g., Hadfield, 1975; 
Horlacher , 1969; Oross, 1976; Ritchey, 1973; Robey and Burr, 1975; and 
Smith, 1966). The results of these comparative studies have varied due 
to the research methods employed, populations stud ied, and the l ength 
of time in which the learning took pl ace . In most cases students who 
learned the al phabetic or machine shorthand systems achieved as well as 
or better than students who learned symbolic systems when the period of 
time in which the learning took place was one academic year or l ess. 
When learning time was extended, the students enrolled in symbolic short-
hand achieved at a greater rate, this achievement being measured as the 
number of standard words correctly transcribed and the speed at which 
the dictation was taken. In some of the comparative studies of short -
hand systems, drop-out rates decreased and/or l earning time was reduced 
for those students enrolled in the alphabetic and/or machine shorthand 
classes. 
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Lambrecht (1976) stated that "because of the continuing unmet de-
mand of bus i ness for employees with stenographic skills, we have an 
obligation to find new ways to prepare interested students for these 
jobs" ( p. 19). If a 1 phabet i c and machine shorthand systems can reduce 
learning time and if they are viable alte rnatives to symbolic shorthand, 
are they acceptable to employers? Researchers have asked employers if 
they have a preference for a particular shorthand system but have made 
little attempt to determine for what reasons a particular system may not 
be acceptab l e . 
A study which will help educators to understand why shorthand may 
be used as a personnel screening device and why a particular shorthand 
sys tem i s not acceptable to employers should be of value since no con-
clusive data are available. The results of such a study might be used 
to ass i st the business educator in updating the business education 
curriculum. 
Scope of the Study 
The businesses located in the state of Utah which are listed in 
Dun and Bradstreet's 1978 Mil li on Dollar Directory and the 1978 Middle 
Market Directory constituted the target and accessible populations . 
There are 307 businesses l isted in the 1978 Mil l ion Dollar Directory 
and 288 businesses listed in the 1978 Middle Market Directory. The sam-
ple for this study consisted of 278 bus inesses which were randomly 
drawn from the target population. 
The 1978 Million Dollar Directory li sts businesses which have an 
indicated net worth of $1,000,000 or more . The ill_IL_!:!j_d.Q.L~ .. !i~~!. 
Directory lists businesses with an indicated net worth of $500,000 to 
$999,999. Included in both of these publications are eligible indus-
trial concerns , utilities, transportation companies, banks and trust 
companies, stock brokers, and mutual and stoc k insurance companies as 
well as wholesalers and retailers. Also included are domestic sub -
sidiaries of foreign corporations and subsidiar ies having less than 
qualifying net worth themselves but deriving comparable financial 
strength from a formal agreement with a parent company. 
Generally not included in these directories are professional and 
consulting organizations such as hospitals and engineering se rvices; 
credit agencies; and financial and insurance institutions other than 
those spec ified previously. 
Definitions 
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Because of the way in which certain terms were used in this study, 
these terms will be defined as follows: 
Alphabetic shorthand - a l phabetic shorthand is a sys tem of short-
hand which uses alphabetic letters or combinations of al phabetic letters 
and symbolic shorthand characters to represent sounds, letters, and 
words. Common alphabetic shorthand systems inc lude Forkner, Stenoscript 
ABC, and Landmark . 
Attitudes - att itudes are mental posit ions, feelings, or emotions 
toward a fact or state; predispos itions to act in a certain way; states 
of readiness that influence a person to act in a given manner. 
Competencies -competencies include knowledges, ski ll s, and atti-
tudes which a worker might possess upon completion of a unit of study . 
Empl oyment criterion - an employment criterion is a standard by 
which a prospective employee i s judged. For example, if shorthand is 
an emp l oyment criterion, the employee i s judged as to whether he/ she 
possesses a knowledge of sho rthand . 
Knowl edge - kn ow l edge is the recall of spec ifi cs and universals, 
the recall of methods and procedures, and the recall of a pattern . 
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Machine s horthand - mac hine shorthand is a system of shorthand re-
qu i ring a shorthand machine wh i ch is operated by using a touch approach . 
The machine has a series of keys which are s truck by the opera tor and 
which pri nt on paper tape. The combinations of the result ing letters 
represent so und s , letters, and words. Common machine shorthand sys terns 
include Stenograph and Stenotype. 
Machine transcr i ption - mac hine t ranscr i ption is a process whereby 
a person prepares a typewritten document which has been recorded ver-
bally on a cassette recorder or s i mil ar recording dev i ce. 
Manua l shorthand - manua l sho r thand includes all systems of short-
hand whi ch are recorded by hand us i ng pen and paper. Manual shorthand 
systems include both alphabetic and symbo li c shorthand systems . 
Office worker - an office worke r i s a per son whose pr ima ry job 
responsibilities a re handled in an office environme nt. Such responsi -
bilities i nclude but are not limited to s uch activiti es as answering the 
te l ephone, typ ing, filin g, transcrib i ng materia l recorded on magnetic 
media suc h as a cas sette , and taking dictation either manual ly or through 
the use of a shorthand mach i ne. 
Ski ll -a skill is a rather high l eve l of mental ab ility; the ab il-
ity to use one' s knowl edge effective ly and readily in exec ution of per-
formances; the ability to ana lyze, synthesize, and evaluate. The em-
phas i s i s on me ntal skil l s but may include psychomotor skill s . 
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Standard Industrial Classifi cation (SIC) - the Standard Industrial 
Classifi cation identifies businesses by the types of activity in which 
they are engaged. The SIC ' s are intended to cover the entire field of 
economic activ ity . 
Symbo li c shorthand- symbo lic shorthand is a system of shorthand 
which uses curved lines, straight lines, dots, c i rcles, and so forth to 
represent sounds, letters, and words. Common symbo li c shorthand systems 
include Gregg, Century 21, and Pitman. 
Word processing - word processing i s the combination of people, 
procedures, and equipment that transforms ideas into printed communica-
tions. 
Researchers have provided evidence that employers may be using 
skill in s horthand as an employment screening device. Shorthand is of-
ten required of prospective office workers even though the shorthand 
skill may not be used on the job in order to perform the tasks assigned. 
Moreover, developments in offi ce technology have resulted in employers 
and business educators giv ing consideration to al ternative shorthand 
sys terns. The purpose of this study, therefore, was to gather data to 
answer the fol l owing questions: 
(l) Is shorthand used as an employment screening device when there 
is l ittle expecta tion of the use of that shorthand skill; and if it i s, 
what are the competenc i es which employers believe individuals possess 
if they have compl eted a course in shorthand? 
(2) Are persons who ha ve completed a course in a part i cular short -
hand system as acceptable to employers for positions which require the 
ability to take shorthand as persons who have taken a course in a 
different s horthand system; and if not, why are these individuals not 
acceptable? 
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The remainder of this study will be presented as follows: a review 
of related literature will be presented as Chapter II; the methods and 
procedures used in designing and conducting the study will constitute 
Chapter Ill; the findings of the study which were determined through 
statistical analysis of the data will be presented as Chapter IV; and a 
summary and the conclusions and recommendations based on the f i ndings 
will be offered as Chapter V. 
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CHAPTER II 
REVIEW OF RELATED LIT ERATURE 
The purpose of this study was to gather data wh ich could be used 
to ascertain whether shorthand is used as an employment screen i ng de-
vice when there is little expectat ion of the use of that shorthand sk ill 
and to determine the varying acceptabil ity to employers of t hose office 
workers who have completed a course in alphabetic, symbolic, or machine 
shorthand systems . 
A review of the re l ated literature was conducted investigating 
four areas of concern: (1) the use of shorthand as an employment cr i-
terion for entry-leve l office positions; (2) the competencies perceived 
by employers as being needed by office workers; (3) employer preference 
for different systems of shorthand; and (4) possible weaknesses of the 
various types of shorthand systems . Thi s chapter will address each of 
these four areas and a summary will conclude the review. 
Shorthand As an Employment Criterion 
Several authors of articles have suggested that even though short-
hand may not be used in performing tasks associated with various office 
positions, shorthand i s used as an employment criterion (e.g., Bas il, 
1977; Johnson, 1976; Kruk, 1978; and Moskovis, 1976) . Few researchers 
have directly queried employers as to whether sk ill in shorthand is re-
quired when there is little expectat ion of that ski ll being ut ili zed on 
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the job. Rather, researchers have concerned themselves with simply 
determining whether shorthand i s requ i red for initial employment or for 
carrying out the duties associated with var ious office pos itions . 
Research studies to determine wheth er shorthand i s used as an em-
ployment criterion may be grouped under one of three headings: short-
hand as an employment criterion for stenographic and secretarial posi-
tions; s horthand as an employment cr iterion for office pos itions in 
general; and shorthand as an employment criterion when there is little 
expectation of the use of shorthand in the perfo rmance of offi ce duties. 
This port i on of the review of related literature will , therefore, be 
presented according to these three groupi ngs . 
Shorthand in Stenographic-Secretarial Positions 
A great many research studies at the masters and doctoral level 
have been conducted to determine whether s kill in shorthand i s needed by 
applicants for stenographic-secretaria l pos it ions and/or whether skill 
in shorthand is uti li zed by persons emp loyed in stenographic - secretarial 
pas iti ons (e . g. , Frederickson, 1976; Gray, 1972; Harris, 1976; James, 
1963; Kennedy, 1978; Lamb, 1969; Mars hall , 1973 ; Matthews, 1975; 
McKinnon, 1966; Pender, 1967; Sanders, 1977; Scammon, 1974; K. Wagoner, 
196 7; and ~Ji 11 i amson and Houghton, 1975). Researchers have shown that 
sk ill in shor thand was an emp l oyment criterion for stenographic -
secretaria l posit i ons or that s horthand wa s utilized in performing dut i es 
found on the job. However, such findings are not surprising since the 
positions under study were "stenog raphic an d/or secretaria l," and short -
hand has come to be synonymous with "stenography" and "secretary." 
(Webster ' s Seventh New Co l legiate Dictionary defines stenography as t he 
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art or process of writing shorthand. The Dictionary of Occupational 
Titl es [1977] describes secretaries as persons "concerned with carrying 
out minor administrative and general office duties in addition to taking 
and transcribing dictation" [p . 153].) 
Yet , even though shorthand is requ ired or used by persons in 
stenographic-secretarial pos iti ons , the researchers have shown that the 
number of employers requiring applicants to have skill in shorthand has 
varied greatly. For example, Lamb {1969) was concerned with the rele-
vance of instruction provided in the secondary school s t enographic pro-
gram when compared to the job requiremen t s for beginn i ng stenographic 
positions. She surveyed selected Indi ana business firms and found that 
100 percent of the firms s urveyed required sk ill in shorthand of begin-
ning stenogra phers. 
Gray (1972), in her study of 50 compan ies located in eleven So uth ern 
states, also reported a hi gh percentage of employers who required begin -
ning sec retaries to have sk ill in shorthand, but thi s finding may not be 
accurate. Gray found that "no shorthand i s required of beginning secre-
taries in nine compani es " (p. 119). However, she ba sed this finding on 
a question which asked specificall y for shorthand speed req uirements ; 
and, if there were no speed requirements, the respondent wa s to ch ec k 
"none ." Gray subsequently interpreted "none " to be no shor thand require-
ment for empl oyment. 
Confusion over the number of companies requiring shor tha nd was in-
creased furth er when Gray reported the shorthand and transc ription duties 
of beginning secretaries. It was reported in her study that in 90 per -
cent of the respond ing companies, beg inning secretaries take dictation 
in written or machine sho rthand whil e 10 percent (5) of the companies 
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do not require either manua l or machine shorthand of beginning secre-
t aries. This figure of five companies not requiring shorthand conflicts 
with the f igure of nine companies later reported by Gray as not requir-
in g shorthand . 
Other researchers have not found the number of emp l oyers requiring 
skill in shorthand for stenographic-secretarial positions as great as 
did Lamb (1969) and Gray (1972). Kennedy (1978) compared the hiring 
requirements for two different years of 84 businesses in Ogden, Utah. 
It was found that shorthand was a job requirement i n just under 50 per-
cent of the secretarial positions. Of more interest to this study is 
the fi ndi ng by Ke nnedy that even when shorthand was a job requirement , 
it was not always used in performing the job (6 of the 68 secretaries 
in 1971 and 15 of the 82 secret aries in 1974 who were requ i red to have 
shorthand for initial emp l oyment did not use their shorthand i n the 
performa nce of th ei r jobs). 
Marshall (1973), in her survey of secretaries employed in companies 
in the Logan, Utah, area, found that slightly more than a quarter of the 
res pond ing secretaries (5 of 19) were required to have skill in short-
hand for initial employment. Marshall also reported that 8 of the 19 
responding secretaries indi cated that they used their shorthand on the 
job. Marshall did not report if any of the five secretaries who were 
required to have shorthand skil l were among the eight secretaries who 
stated that they used their shorthand. 
Gray (1972) also reported a di screpancy between the percentage of 
employers requiring shorthand for employment and the percentage of sec-
retaries who t ranscr i bed from shunnano no tes. c. ray nad reported that 
90 percent (or even the more conservat ive figure of 82 percent as 
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reported above) of the companies indicated a shorthand requirement of 
beginning secretaries but only 72 percent of the companies reported that 
beginning secretaries transcribe from shorthand notes. Gray could only 
speculate as to the reasons for the discrepancy. 
Other researchers have reported that secretaries themselves view 
the need for shorthand quite differently. Pender (1967) reported that 
only 55 . 6 percent of the secondary school secretarial graduates surveyed 
nationwide felt that ability to take shorthand was essential to success-
ful performance in their present positions. Matthews (1975) attempted 
to identify competencies needed for entry-level positions i n South 
Carolina. Only 30 to 49 percent of the secretarial employees surveyed 
rated the ability to take dictation in shorthand with speed and accuracy 
as important. Matthews concluded that the abi lity to take shorthand 
may be a competency desirable to develop. 
Th e above mentioned studies point up the fact tha t shorthand is 
often required for stenographic-secretarial positions. In addition, the 
studies also point out that although shorthand may be required for em-
ployment in stenographic-secretaria l positions, skill in shorthand might 
not be utilized when performing the tasks normally assoc iated with 
shorthand-related positions. A study by Scammon (1974) underscores this 
point by providing insight into how employers may view persons who have 
skill in shorthand. 
Scammon (1974) sought to determi ne if secretari es empl oyed by large 
businesses needed and used shorthand to perform their secretar ial duties. 
In order to be classified as a large business, a firm had to meet several 
criteria, one of which was a minimum of 250 emp loyees. The study was 
conducted in the cities of Detroit, Highland Park, and Hamtramck, Michigan. 
24 
A normative-survey method us ing personal interv iews to collect the 
data was used in the study. Interviews were held with 72 randomly 
selected secretaries, their 72 immediate managers, and 40 personnel 
directors. At least one personnel manager from each firm employing the 
72 secretaries was interviewed. If more than one secretary from a firm 
was interviewed, the responses of the personnel director were weighed 
accordingly. 
Scammon did not directly ask the personnel directors whether short-
hand was an employment criterion. However, the personnel directors were 
asked what systems of shorthand were required . In response to this 
question, six of the personnel directors (8.3 percent) indicated that no 
shorthand was required. In addition, 22 personnel directors (30.6 per-
cent) indicated "other" in response to the question concerning shorthand 
system required. Scammon provided some representative comments from 
these 22 personnel directors . Based upon these comments, it was not 
possible to determine whether shorthand would be required of secretaries 
in certain specific instances. 
When the personnel directors were asked whether higher starting 
salaries were paid for higher levels of shorthand competency, most per-
sonnel directors (70 percent) indicated that ab ility to write shorthand 
at the minimum required skill level would not be a major determinant of 
the salary paid; that is, there was no relationship between starting 
sa lary and the ab ility of an applicant to write shorthand at higher 
speeds. These personnel directors indicated that many persona l traits 
and other qualities were considered to be as important or to be of even 
greater importance in the selection process of secretaria l applicants 
than speed in recording shorthand (although these personal traits were 
not identified). 
Of the 72 immedi ate managers of the secretaries , 24, or 33.3 per -
cent, indicated they would hire a new secretary who did not have skill 
in shorthand while the remaining 48 managers disclosed that they would 
not hire a new secretary who did not have shorthand proficiency. Vlhen 
asked 1vhy they would not hire a secretary who did not have sk ill in 
shorthand, 11 of the 48 managers stated that proficiency in shorthand 
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indicated a better secretary. The following reasons were cited by these 
11 managers: 
Knowledge of shorthand sk ill i s i ndi cative of the secretary 's 
total capability; knowledge of shorthand i ndicates initiative 
on the part of the secretary; the secretary who knmvs short-
hand i s mo re efficient and accurate; the secretary who has 
the ability to write shorthand brings added commitment to the 
secretarial position; and knowledge of shorthand indicates 
that the secretary has a good educational background for a 
secretarial position. (Scammon, 1974, p. 152) 
In addition, 16 of the 48 ma nagers who would require ski ll in 
shorthand of new secretaries felt that when the secretary utilized the 
ability to write shorthand it was a convenience to the managers and 
helped conserve time. 
As reported earlier, 8.3 percent of the personnel directors did 
not require shortha nd ski ll in sec retar ies; thus, it is implied that 
91.7 percent of the personne l directors did require skill in shorthand 
for secretaria l positions. However, only 76.4 percent (55) of the 72 
secretaries indicated that they used short hand in the performance of 
their duties while 23.6 perce nt did not use shorthand. Scammon's re-
porting of the number of secretaries who used shorthand to perform 
secretarial duties was somewha t misleading, however, as the following 
reveals. 
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The secretaries in Scammon's study were asked to indicate whether 
they used shorthand in different instances: correspondence; memorandums, 
notes, and instructions; etc . All 55 secretaries who indicated they 
us ed shorthand when performing their secretarial duties indicated that 
shorthand was used in recording correspondence. Further in the study 
the 55 secretaries were asked to indicate whether their immediate super-
visors used a particular method "frequently ," "sometimes," or "rarely" 
when replying to correspondence. For the method, "d ictates reply to 
secretary who records dictation using shorthand," only 32 of the 55 
secretaries (44.4 percent) indicated "frequently" whi l e 14 (19.4 percent) 
indicated "sometimes" and 9 (12.5 percent) indicated "rarely." Conse -
quently, when the 12.5 percent of the secretaries who "rarely" used 
their shorthand skill in answering correspondence i s combined with the 
23.6 percent of the secretaries who never used shorthand on the job, 
over one-third of the secretari es rarely or neve r used shorthand fo r 
recording dictated responses to correspondence. It may be of interest 
to reiterate that approximately 92 percent of the personnel directors 
in th i s study required shorthand sk ill of secretaria l app li cants . 
One of Scammon's conc lus ions was: 
Secretaries could probably adequately fulfill the requirements 
of nearly one-fourth of the secretari al positions to be found 
in the large businesses included in this study without using 
manual shorthand. However, secretaries without shorthand 
ability might be denied these sec retaria l positions because 
of personnel policies which require a demonstration of short-
hand proficiency of all secretar ial applicants . (Scammon, 
1974, p. 166). -
27 
Shorthand in General Office Positions 
Although not as numerous as studies concerned with the need for 
shorthand when seeking employment in stenographic-secretarial positions, 
there have been some studies directed at determining the need for short-
hand for employment in general office positions. All of these studies 
have indicated that skill in shorthand is required by employers for most 
general office positions, but the number of employers requiring appli-
cants to have competency in shorthand varies considerably from study to 
study. In addition, even when shorthand was determined to be an emp loy-
ment criterion, the researchers failed to determine why the employers 
required shorthand skill . The two studies reviewed in this section pre-
sent poss ible office positions where shorthand may be an employment 
criterion. 
The Scalamogna Study. One of the purposes of Scalamogna's (1969) 
study was to determine the sk ill s needed for initial employment of high 
school graduates in four types of office positions in the Houston, 
Texas, area: bookkeeping, data processing, general office, and 
stenographic-secretarial. 
There were two phases of data col l ection i n Sca l amogna's study. 
In phase I, data pertaining to the initial emp loyment opportunit i es ·in 
office work for high schoo l business graduates who had no previous full-
time office work experience or postsecondary education was gathered 
through the use of an employer ' s quest ionnaire. The empl oyer's question -
naire was mailed to 2,784 businesses in the Houston, Texas, area and 
there were 1,036 responses. Two-thirds of the respondents did not have 
initial job opportunities in office positions for high school business 
graduates. 
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Phase II of Scalamogna's study involved those 345 employers who 
indicated that high school graduates were hired for office positions. 
Only 78 of the 345 firms, however, supplied the data requested in phase 
II. The information requested included the minimum essentia l s for high 
school business graduates to possess in order to secure initial office 
positions in four work areas: bookkeeping, data processing, general 
office, and stenographic-secretarial . The 78 firms reported 132 differ-
ent office positions in these four work areas : general office--75 posi-
tions; bookkeeping and stenographic-secretarial--26 positions each; and 
data processing--5 posit ions . The various knowledges and skills con-
sidered by the 78 firms as essential for the 132 positions and the de-
gree of skill--mastery or acquaintance levels--were requested. 
In the bookkeeping area, an acquaintance level of shorthand was 
required for 3 of the 26 positions. In the general office area, 5 of 
the 75 pos itions required skill in shorthand, 3 positions at the mastery 
l evel and 2 positions at the acquaintance l evel. None of the data pro-
cessing positions required skill in shorthand. 
In the stenographic-secretaria l area, al l 26 positions required 
ski ll in manual or machine shorthand. A mastery level was required for 
18 of the 26 posit ions with the remaining 8 positions requiring an ac-
quaintance level of shorthand skill. 
The small return which Scalamogna received on his questionnaire 
(on ly 78 of 1,036 responding businesses met the requirements established 
by Scalamogna) make Scalamogna ' s results of dubious value. However, 
simply the fact that some empl oyers require skill in shorthand for posi-
tions other than "stenographic-secretarial" may i ndicate that employers 
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do perce ive persons as having acquired competencies other than the abil-
ity to take dictation when completing a course in shorthand. 
The Ka ll aus Study. Ka l laus (1973) surveyed businesses i n the state 
of Iowa. He specifical l y asked whether there was a shorthand speed 
requirement in hiring for three positions: stenographer, clerk-typist, 
and receptionist. Of the 42 responses, 22 companies reported a short-
hand speed requirement for beginning stenographers, 9 compan ies reported 
a shorthand speed requirement for beginning clerk-typi sts, and 5 compan-
ies reported a shorthand speed requirement for beginning receptionists. 
Kallaus was concerned that 20 of the 42 companies reported no shorthand 
speed requirement for stenographers ' positions. Ho1-1ever, he made no 
mention of the possible reasons why there was a shorthand speed require-
ment (implying a shorthand employment criterion) for clerk-typist, a 
position which usually does not require shorthand. 
Shorthand As a Screening Dev i ce 
Researchers have usually been content in determining whether short-
hand was requ ired for initi al employment or if s kill in shorthand was 
utili zed when performing assigned office tasks. As a result of an ex-
tensive and thorough search of the literature, only two studies could be 
found which have sought to determine if shorthand was required for a 
position when skill in shorthand would probably not be used in perform-
ing the duties of that position. 
The A. Olson Study. A. Olson (1969) conducted a study to determine 
if shorthand writers were being replaced by dictating machines. A ques-
tionnaire was sent to 500 businesses in the Minneapolis-Saint Paul, 
Minnesota, area to obtain data concerning the need of businesses for 
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persons sk ill ed in taking shorthand or in operating dictating machines. 
A 68 percent return from the 500 businesses was attained. 
The f irms were asked if they emp loyed office personnel who had 
skill in shorthand even though such sk ill migh t not be used on the job. 
Of the 339 firms responding, 188, or 55 percent, indicated that short -
hand was immater ial when employing office workers for non -secreta rial 
office positions. However, 34 percent, or 118, of the firms indicated 
that a shorthand background was preferred when employing office workers. 
Included in the 500 firms surveyed by A. Olson were 102 large busi-
nesses with 500 or more employees . Eighty- fou r of these firms returned 
the questionnai re , which amo unted to an 82 percen t return for large 
businesses. Of the 84 l arge firms, 39, or 47 perc ent, expressed a pre-
ference for office workers who had shorthand skill even though such ski ll 
was not necessary for the job while 38, or 45 percen t, indi cated a short-
hand backgro und was immateria l for non- secreta rial office positions. 
A. Ol son did not at t empt to determine why businesses preferred 
office workers who had ski ll in shorthand. 
The J. Olson Stud y. In a similar study, J. Ol son (1973) determi ned 
t he sys t em used to reco rd and transcribe business office dictation in 
the Milwaukee, Wisconsin, area. A questionnaire was sent to 187 compan-
ies, with 95 usable questionnaires returned. 
The bu siness firms were asked whether they employed office person-
nel who wer e skilled i n manua l shorthand even though the office person-
ne l may not use shorthand on the job. Of the 94 responses to this 
quest ion, 49, or 52 percent , of the firms indicated that they did em-
ploy personnel with shorthand sk ill for positions not requiring such 
sk i 11. 
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Surrmary 
There have been a great many studies conducted to determine if 
shorthand is required for various office positions and/or used in per-
forming tasks associated wi th a variety of office positions. The re-
su lts of these studies have confirmed that shorthand is indeed an employ-
ment criterion, even for positions which do not require persons to have 
skill in shorthand in order to perform the tasks associated with these 
positions. Although the studies conducted by A. Olson (1969) and J. 
Olson (1973) are far from conclusive, they do provide empirical evidence 
that bus i nesses use shorthand as an employment screening device; that is, 
shorthand is a requirement for initial office employment even though 
sk ill in shorthand i s not necessary to perform the duties of the office 
position. Researchers have made no attempt , however, to determine why 
shorthand is required of applicants for non-secretarial office positions. 
Competencies Needed by Office Workers 
As stated in the purpose of this study, it was desirable to deter-
mine what competencies (knowledges, skills, and attitudes), other than 
the actua l abi lity to write shorthand, employers believe app li cants 
possess if they have completed a course in shorthand. 
There have been severa l researchers who have attempted to identify 
the competencies needed by office workers. Some of these studies have 
been task analysis studies (for example, Bragg, 1976; Caseb ier , 1957; 
Charter s and Whitley, 1923; and Frederickson, 1976) where the researchers 
have made conc lusions concerning needed competencies based upon the task 
analysis. Other researchers have used a questionnaire and/or i nterview 
technique whereby the duties and responsibilities of office workers are 
identified (for example, Gray , 1972; Kallaus, 1973; Lamb, 1969; Matthews, 
1975; Moscove, 1972; Pender, 1967; Scalamogna, 1969; and K. Wagoner, 
1967). The findings in these studies have provided useful information 
for the development of the business education curriculum. 
Several studies conducted between 1959 and 1973 have provided use-
ful information concerning the competencies needed by office workers. 
In addit i on, these studies have been somewhat unique in design: criti-
cal incident technique , Q-sort technique, and specific research models 
designed especially for the particular study. The findings of these 
studies have provided much useful information in determining the compe-
tencies needed by office workers . These studies will be reviewed in depth. 
The Kosy Study 
Based on an analysis of effective and ineffective critical inci-
dents, Kosy (1959) attempted to determine the critica l requirements for 
the effective per fo rmance of private secretari es. Kosy chose the Criti-
cal Incident Techn ique in order to gather the needed data. The Critical 
Incident Technique provides a procedure whereby observations of criti-
cally effec tive and ineffective secretarial behaviors ca n be obtained. 
Thus, raw data are reports of actual behavior and are not statements of 
opinion. 
In order to fully understand the Critical Incident Technique, Kosy 
defined severa l terms, two of which are pertinent to this review: 
Critical Inc i dent: The description of a specific event or 
happening surrounding a situation in which the private 
secretary's act i on produced an effective or ineffective out-
come. 
Critical Requirement : A descriptive statement in behavioral 
terms describing significant behavioral patterns of private 
secretaries. (Kosy, 1959, p. 5) 
The study sample of 50 secretaries was randomly chosen from the 
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manufactur ing firms which were located in the Seattle, Hashington, area 
and listed in the Washington State Manufacturers' Directory. When using 
the Critical Incident Technique, observers are needed in order to iden -
tify the critical behaviors. In his study, Kosy used 50 private secre-
taries and their employers as the observers. 
There were 352 critical incidents observed by both the private 
secretaries and the empl oyers. Of these 352 critical incidents, 211 
were considered effective incidents. The executives reported 60 of the 
141 ineffective critical incidents. 
The critical incidents were categorized by using four classifica-
tions: Relationships with individuals and firms outside of the busi-
ness; relationships with employees; relationships with the executive; 
and the sec retary as an individual. 
There were 29 critical requirements for the successfu l secretary 
identified by Kosy: 
The successful private secretary: 
1. Composes and types various kinds of business letters and pre-
sents them to the executive for hi s s ignature. 
2. Appli es her knowl edge of the rudiments of grammar, punctuation, 
and the vocabulary of business to the composi tion, transcrip -
tion, and ed iti ng of the exec uti ve's written communi ca ti ons 
without changing the desired meaning. 
3. Proofreads, checks, verif ies, and has all errors corrected. 
4. Spells accurately. 
5. Displays a knowl edge of and ski ll in arithmetic in the per for -
mance of her duties which involve mathematics . 
6. Takes dictation, transcribes, and types in a manner that brings 
credit to her and her employer. 
7. Records telephone messages completely, accurately, and systema-
tically. 
8. Projects an interest in the caller through a pleasing person-
ality. 
9. Receives telephone calls, establishes the purpose of the call, 
finds a solution to the problem presented, and when applicable 
notifies the caller of the solution . 
10. Obtains maximum prod ucti vity from the employees under her 
superv ision . 
11. Assists other employees during over-load periods. 
12. Keeps her personal affairs and private life out of the business 
offi~. 
13. Maintains respect for authority and conforms to the same office 
policies as other workers. 
14. Establishes and maintains good working relationships with em-
ployees throughout the firm by expressing an interest in them 
and respecting their position. 
15. Greets callers pl easantly, determines the purpose of thei r call, 
and assists them when she is able to do so. 
16. Makes decisions as to who will be permitted to see the execu-
tive. 
17. Answers routine questions concerning the business without dis-
turbing the executive. 
18. Associates names and voices with individuals. 
19. Establishes a system and codes, files, and locates information 
in the files. 
20. Keeps her employer informed of all items requiring his atten-
tion. 
21. Insures that the emp loyer's records, reports, and bids are com-
plete, accurate, and submitted on time. 
22. Assumes responsibility for routine business activity as an 
"agent" of the executive. 
23. Maintains a work schedule without directions from the executive. 
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24. Knows where the executive is at all times and is able to locate 
him if necessary. 
25. Identifies and retain [sic] confidential information. 
26. Adopts a routine which offers maximum support · to the executive 
in the fulfillment of his duties. 
27. Endeavors to promote the welfare of the firm and the executive 
in the eyes of the public and his superiors. 
28. Volunteers suggestions which increase the efficiency and pro -
ductivity of the f irm. 
29. Reports to work daily and arrives on time. (Kosy, 1959, pp. 
158-160) 
In his conclusion Kosy noted that: 
Some of the critical requi rements for the successful private 
secretary are associated lvith specific duties while other of 
these requ irements are not assoc iated with specific duties 
but permeate many job situations. (Kosy, 1959, p. 163) 
Also, Kosy's above implication that some of the critical require-
ments which he identified were approp riate for office workers in general 
was reinfo rced when he concluded: 
In addition to the fundamental knowledges and ski ll s which are 
required for success in clerical and stenographic positions, 
the private secretary must obtain mastery in oral and written 
communications. (Kosy, 1959, p. 164) 
The Perkins, Byrd, and Roley Study 
A study to identify clusters of tasks performed by office employees 
in offices in the state of Washington was conducted by Perkins, Byrd, 
and Roley (1968). This study was a continuation of a previous study by 
Perkins and Byrd (1966). The purpose of the earlier study wa s to develop 
a research model for identifying task and knowledge clusters associated 
with the performance of major types of office work. Once the research 
model was de,~ lnned , 0 e ~ki ns, 8yrd , and Ro ley (1958) conducted the s tudy 
to obtain facts about the major types of tasks actually performed by 
office emp loyees. 
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A proportional strat ified sampl e of 295 firms in the private and 
public sectors was selected. Employees in five office-size categories 
in twelve Standard Industrial Classifications were sent a questionnaire 
composed of 599 office tasks. A total of 767 questionnaires were di s-
tributed to employees and a return of 86 .4 percent (663 returns) was 
achieved (80.3 percent of return for private sector and 96.8 percent of 
return for public sector). 
There were thirteen major categories or clusters of tasks under 
wh ich the 599 office tasks were grouped: typewriting, office machines 
and equipment, dictation and transcribing, mailing, filing, telephoning 
and communicating, clerical, securing data, mathematics, financial and 
recordkeeping, editorial, meeting and working with people, and miscel-
l aneous. Returns from employees were grouped under six broad office 
occupational areas based on the positions held by the employees who had 
completed the questionnaires. These areas and the number of employee 
returns in each were: s upervision (92), secretarial-stenographic (162), 
clerical (230), bookkeeping-accounting (131), business machines opera-
tor (28), and data processing (20). 
The null hypothesis was rejected indicating that there was a signi-
ficant difference in the tasks performed by office workers in the various 
Standard Industrial Classifications. Of the 599 tasks, 417 were per-
formed by significantly different proportions of office employees in the 
Standard Industrial Classifications. 
Perkins et al. reported t hat all tasks under the dictation and 
transcribing cluster were reported by the emp loyees as being performed 
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at least once in the past two years by 20 percent or less of all office 
workers except those office workers in the secretarial-stenographic 
occupational area. The top six tasks in the dictation and transcribing 
cluster as reported by all workers are given in Table l. The overall 
rank of these six tasks as determined by all employees and by employees 
in the secretarial-stenogra phic occupational area i s given. 
Table l 
Top Six Tasks in Dictation and Transcribing 
Cluster As Reported by Employees 
Ta sk 
Writing shorthand (any system) 
Take dictation over the telephone 
Transcribe (type) from shorthand 
outlines 
Write shortha nd from two or more dic-
tators (but only one at a time) 
Transcribe (type) from recorded media--
belt, disc, etc. (e .g., IBM Execu-
tary, Stenorette, Dictaphone, etc.) 
NOTE: 41 % write shorthand and 
transcribe from recorded media; 7% 
transcribe from recorded media only 
Write group proceedings and/or con-
ferences in shorthand 
Perkins, Byrd, and Roley, 1968, p. 82. 
Percentage 
of Times 
Reported 
84% 
78% 
78% 
64% 
48% 
43% 
Rank by 
Sec-Steno 
Employees 
2.5 
2. 5 
4 
6 
Overall 
Rank 
(N=599) 
187 
210 
221 
267 
288 
379 
Perkins et al . ranked al l 599 tasks based on the percentage of 
employees who reported performing the tasks at least once in the past 
two years. The tasks were also ranked in each of the clusters and the 
tasks for each cluster were ranked by employees within each office 
occupational area. The tasks for six clusters as reported as being 
performed by 60 percent or more of all workers appear in Appendix A. 
The Weber Study 
Weber (1969) conducted a study: 
to determine curriculum prior iti es in the training of secre-
taries based upon an analysis of the opinions of secreta ries, 
executives, and secretarial teachers concerning the relative 
importance of skills, knowledges, and persona l traits needed 
for successful secretaria l employment. (Weber, 1969, p. 4) 
The Q-sort technique was used by Weber to gather the necessary 
data. The Q-sort is a technique for measur ing opinions. Statements 
perta ining to the factor being measured are placed on cards which are 
then sorted by individuals or groups. Once sorted, a process known as 
a Q-technique can be used to correlate the Q-sorts of pairs or groups 
of people. 
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Through a review of textbooks, courses of study, research studies, 
and items of current literature in secretarial education, 352 Q-sort 
statements were developed. These initial statements were reduced to 60 
by using a jury of doctoral s tudents in business education and refined 
through a pilot study. The 60 Q-sort statements were even l y placed into 
three broad areas, each area being divided into two specific categories. 
These areas and categories were: 
I. Fundamental Skills and Knowledges 
A. Fundamental business unders tandings. Knowledges of 
the economy, its institutions, the firm, management , 
and the basic business di sc iplines. 
B. Fundamental communicative s kill s and knowledges. 
Skills such as reading, writing, arithmetic, and oral 
communication. 
II. Specialized Skills and Knowledges 
A. Typing, stenographic, and machines activities. Oper-
ating skills characteristic of secretarial occupa-
tions. 
B. Filing, recording, and communicating activiti es 
characteristic of secreta rial occupations. 
III. Personal Qualities or Traits 
A. Personal traits and attitudes toward work and people. 
Social and character traits. 
B. Other personal qualities or traits. Mental, physical, 
or technical traits . (Weber, 1969, p. 53) 
There were three groups of persons in the actual study conducted 
by Weber: 83 secretaries, 31 executives, and 22 teachers of sec retar-
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ial block voca tional office education classes in the public high schools 
in the metro politan Phoeni x, Arizona, area. 
Weber found that seven of the nine mos t important items appeared 
in the composite sort of all three groups. (A composite sort is an array 
of the sixty statements ranked from the largest mean score (most impor-
tant item] to the smallest mean score [least important item] as deter-
mined by a group.) These statements, all Personal Qualities or Traits, 
were: 
Dependability. Ability to be relied upon. 
Initiative or resourcefulnes s . Doing things without being 
to ld. 
Cooper·at ion. Getting along with others. 
Accuracy in the performance of duties. 
Ability to plan and organize work. 
Jud gmen t and common sense. 
Ability to grasp and fo llow instructions. (Weber, 1969, 
p. 109 ) 
There was agreement by the three groups as to the most important 
statements in three of the six categories : 
Category IB: Fundamental Communications Skills and Know-
ledges. Statement 14--A thorough knowledge of the basic 
tools of English--grammar, spelling, punctuation, vocabulary, 
and writing. 
Category IIA: Typing, Stenographic, and Machines Activities. 
Statement 21--Taking and transcribing dictation from s hort-
hand or Stenotype. 
Category !liB: Mental, Physical, or Technical Traits. State-
ment 51--Accuracy in the performance of duties. (Weber, 1969 , 
p. 313) 
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In the three remaining categories there was not total agreement as 
to the most important statement. In category lA, executives and teachers 
indicated Statement 8 was most important while secretaries indicated 
Statement 7. In category liB, secretaries indicated Statement 32 as 
most important; executives, Statement 35; and teachers , Statement 37. 
In category IliA, Statements 44, 41, and 43 were indicated as most im-
portant by secretaries, executives , and teachers respectively. 
The 60 Q-sort statements are provided in Appendix B. In add it ion, 
the top 30 s tatements in rank for each of the three groups are also 
given in Appendix B. 
Weber concluded that there was highly significant agreement exis -
ting among the three groups and between each pair of groups regarding 
their opinions of the re l ative importance to secretarial success of the 
sk ill s , knowledges, and personal traits provided in the Q-sort state-
ments. 
In addit ion, it was conc luded that the three groups had agreed that 
Personal Qualities and T1·aits were more important for sec1·etaria l success 
than either Fundamental or Specialized Ski ll s and Knowl edges. Thi s 
conclusion was based on the fact that seven of the nine most important 
items identified by the three groups were Personal Qualities or Traits 
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while seven of the nine l east important items identified by the three 
groups were all Fundamental or Specialized Ski ll s or Knowledges. 
The Erickson Study 
In 1970 Phase I of the New Office and Business Education Learni ngs 
System (NOBELS) Project was completed. NOBELS was a l ong-range, nation-
wide study which cons i sted of several parts of phases. Phase I had as 
one of its major objectives the development of an organized inventory 
of tasks that were currently being performed by beginning and inter-
mediate level office workers. Task data for Phase I were co llected in 
four regions of the United States: Eastern, Southeastern, North Central, 
and Western . 
At UCLA Erickson (1971) was in charge of col l ecting the data from 
the Western region for Phase I of NOBELS. Through an analysis of the 
descriptions of conditions , key steps, and criteria for 978 job tasks , 
Erickson was able to identify ten basic components of office work, each 
of which comprised 5 percent or more of the work time. Specific and de-
tailed descriptions for each of the ten basic components were developed. 
The result was the UCLA Basic Components Model. Such a model was not 
developed from the data gathered in the three remaining geograph ical 
areas of Phase I of NOBELS. 
The UCLA Basic Components Model used certain specific terms which 
should be clearly understood: 
Job: The general assignment or tasks comprising 100 percent 
or-a work day (or worker's time). 
Job Task: A specific ass ignment with an identifiable accom-
pli shment or end result, such as "process purchase orders" or 
"prepare activ ity reports." One or more job tasks are required 
to perform a total job. 
Component: A specific activity, such as typewriting or filing, 
utilizing specialized knowledges, ski ll s, and/or techn i ques. 
One or more components are norma ll y required to perform a job 
task. The same component may be used more than once within a 
total job. 
Basic Component: Refers to a component considered as essential 
to the performance of a job task, comprising five percent or 
more of total job time. 
Support ive Activity: Refers to a job component important to 
but comprising less than five percent of total job time. 
Critical Incident: Extreme behavior , either outstandingly 
effect i ve or ineffective, with respect to the basic aims 
or goals of the job. (Erickson, 1971, p. 2) 
A structured interview technique was used to gather data from 300 
workers and the supervisors of these 300 workers. The workers were 
16-24 year olds who had less than a baccalaureate degree. The super-
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visors were also asked to cite critical incidents related to the worker 
in the peformance of his/her job. 
The UCLA Basic Components Model identified ten basic components of 
office work. In descending order of frequency with which they occurred, 
these basic components were: 
1. Communicating with Others (Interpersonal Relations) 
(90%} 
2. Sort ing, Filing, and Retriev·ing (71 %) 
3. Typewriting ( 49%) 
4. Checking, Computing, and Verifying (47%} 
5. Collecting and Distributing (21 %) 
6. Operating Business Machines (Other Than Typewriter and 
ADP Equipment) (18%) 
7. Operating Automatic Data Processing Equipment (ADP} (14%} 
8. Taking Dictation (10%) 
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9. Supervising, Planning, and Training (3%) 
10. Analyzing Procedures and Flow Charting (3%) 
Taking Dictation was a basic component in 10 percent of the jobs. 
Taking Dictation was described as writing shorthand notes by hand or 
machine to record oral dictation or other informat ion. Taking Dictation 
also occurred as a supportive activity in one percent of the jobs. 
Sorting, Filing, and Retrieving was the supportive activity most often 
associated with this basic component. 
Criteria for successful performance of this component identified 
by supervisors included accuracy, initiative, respect for confidences, 
use of discretion, and speed in recording dictation . 
Supervisors were also asked to cite two critical incidents invol-
ving effective and two critical incidents invo lving ineffective behavior 
of each worker. Two of the incidents were task oriented and two inci-
dents were soc ial rol e oriented . These incidents reflected task and 
social role criteria used by supervisors to judge workers' performance. 
The UCLA Basic Components Model was used by Bock (1973), and this 
application is described below . 
The Bock Study 
Using th e UCLA Basic Components Model, Bock (1973) attempted to 
analyze "the NOBELS Phase I data which had been gathered in the Eastern, 
Southeastern, and North Central regions. Thi s detailed analysis would 
enable Bock to identify basic components and supportive activities of 
beginning and intermediate l eve l office work. Thus, recommendations 
would be made for improving high school and community co ll ege business 
and office educat ion. 
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Bock randomly selected a sample of 100 completed interviews with 
office workers and their superv isors from eac h of the Eastern, South-
eastern, and North Central regions of Phase I of the NOBELS study. All 
of the job interviews (300) of the Western region were used when making 
the various comparisons. The office workers with whom the interviews 
were conducted were in the 16-24 age group who had earned less than the 
baccalaureate degree. 
The UCLA Basic Components Model was utilized to analyze l ,126 job 
tasks included in the samp l e of 300 interviews selected from the Eastern, 
Southeastern , and North Central regions. A bas ic component \vas identi-
fied and the percent of total job time that the job component comprised 
was established . Further ana lysis included sources for the component , 
materials and equipment used in performing the component, knowledges and 
skil l s necessary to · perform the component, success criteria, and suppor-
tive activiti es related to the component. A total of 1, 010 critical 
incidents re l ating to effective and ineffect ive task and social role 
criteria were also ranked. 
The following are pertinent findings of Bock's r esearc h which 
related to this study. 
Basic component: taking dictation. As a basic component, Taking 
Dictation (that is, writing shorthand notes by hand or machine to record 
ora l dictation or other informat ion) occurred with the seventh highest 
frequency in the Eastern and Southeastern regions and with the eighth 
highest frequency in the North Central and Western regions. In addition, 
Taking Di ctat ion occurred as a supportive activity for the basic com-
ponent of Typewrhing in all four regions. Sorting , Filing, andRe-
trieving was the only supportive activity for Taking Dictation, this 
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supportive activity being listed for the Western region only. 
In all regions general correspondence occurred as the information 
taken most frequently by dictation. Memorandums and directives ranked 
second and business reports ranked third in all regions except the 
Southeastern, where neither of these categories was mentioned. 
Criteria for successful performance. Criteria for successful per-
formance of the basic components were detailed by Bock. Many of the 
criteria overlapped into the criteria cited for other basic components; 
for example, accuracy, proofreading skills, communications skills, 
ability to cope with the pressures of time deadlines and heavy work-
loads, and knowledge of company po l icies and procedures were given as 
criteria for successful performance of several of the basic components. 
Specific criteria for the successful performance of Taking Dicta-
tion follow. The asterisks indicate tho se criteria which are common to 
one or more of the other nine basic components. 
*1. Accuracy 
*2 . Ability to use or understand special terminology 
*3. Good business Engl i sh knowledge and sk ills; ability to 
use handbooks and references 
*4. Medium to high speed 
*5. Good knowledge of l etter and report formats; adherence 
to office standards 
*6. Integr ity, respect for confidence, and use of discretion 
7. Ability to adjust to the mode of several dictators 
*8. Mod erate to high level statistical ski ll s 
*9. Ability to cope with the pressures of time and the meet -
ing of deadlines 
*10. Exercise of initiative and resourcefulness 
*11. Ability to make judgments and decisions 
*12. Use of common sense (Bock, 1973, p. 223) 
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Task and social role criteria. Each supervisor was asked to state 
reasons why a worker was effective or ineffective. These reasons were 
then used to develop effective and ineffective task criteria and effec-
tive and ineffective social role criteria. In Appendix C can be found 
these effective and ineffective criter ia, which have been ranked by 
occurrence within each of the four regions. 
It 11ill be noted that the most important effective task criterion 
was interest in, knowledge of, and understanding of the job and its 
function within the office system including respect for the need to 
follow established procedures. The most important criterion relevant 
to effective socia l role performance was maturity and self-confidence . 
Although all of the basic components need to be addressed, Bock 
co ncluded that preparation of office workers should s tress the four 
basic components which comprised the highest percentage of office work: 
(1) Communicating with Others (Interpersonal Relations) (88.5%); (2) 
Sorting, Fi1ing, and Retrieving (75.7%) ; (3) Typewri t i ng (55 .8%); and 
(4) Check ing, Computing, and Ver i fy ing (52.0%). In addition, the 
ability to work accurate ly under the pressure of time and effective 
paper handling procedures are espec i all y critical to successfu l per-
formance of offi ce work. 
Summary 
There have been a great many studi es cond ucted to determine the 
knowledges, ski ll s, and att i tudes necessary for success in offi ce posi-
tions. Most of the studies which have attempted to identify the 
competencies which office workers should possess have concluded that 
personal traits and attitudes are as important as specific knowledges 
and skills and that business education curriculums must address these 
traits and attitudes. 
Preference for Shorthand Systems 
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At the present time the majority of shorthand writers use symbolic 
shorthand when taking dictation. There are several systems of symbolic 
shorthand, most notably Gregg, Century 21, and Pitman. Symbolic short-
hand is one of the two major types of manual shorthand. The other type 
of manual shorthand is alphabetic shorthand, where the writer uses let -
ters of the alphabet to represent sounds, letters, and words . There 
are many al phabetic shorthand systems available for study; for example, 
Forkner, Stenoscript ABC, Speedwriting, and Landmark. 
In recent years there have been many studies comparing symbolic 
systems (usually Gregg) and alphabetic systems (e.g., Hadfield, 1975; 
Horlacher, 1969; Dross, 1976; Ritchey, 1973; and Smith, 1966), these 
comparisons usually being in terms of student ability to read and write 
shorthand at various speeds with vary i ng levels of accuracy after stated 
periods of instruction. Although the findings have varied, comparison 
studies have generally concluded that for periods of one year or less, 
students using alphabetic systems learned to read and write shorthand 
as well as or better than students using symbo lic short hand systems . 
In addition to manual systems of shorthand, there is machine short-
hand, where the writer strikes keys on the shorthand mach ine which in 
turn print on paper . Machine shorthand is most often associated with 
court reporting. The few studies which have compared student achievement 
in manual and machine shorthand have shown that students who l earned 
machine shorthand achieved (in terms of writing speed and correctly 
transcribed words) as well as, and in some cases better than, students 
who learned symbolic shorthand systems. 
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Dross (1976) compared student performance in Gregg, rorkner, and 
Century 21 first-year shorthand classes in selected Florida high schools. 
The attrition rate for the shorthand classes was observed and the number 
of transc ripts written with 95 percent accuracy at var ious dictati on 
speeds were tabulated. At the high school level Smith (1966) compared 
the learning difficulty in first-year Forkner and Gregg (Diamond Jubilee 
Series) -shorthand systems. Learning difficulty was determined by the 
dictation speed and number of standard words correctly transcribed. 
In both the Dross and Smith studies the students enrolled in the 
Forkner (alphabetic) shorthand classes outperformed the other s tudents 
after one-year of instruction. Dross found that the attrition rate of 
students was lowest in the Forkner classes. Smith cautioned that if the 
speed of 8D words per minute is used as a minimum speed requirement for 
initial employment, based on his study neither Forkner nor Gregg students 
met the requirements for initial employment. 
Hadfield (1975) compared the learning achievement of eleventh- and 
twelfth-grade high school students using Gregg, Forkner, or Stenoscript 
ABC shorthand systems. Horlacher (1969) compared Gregg shorthand and 
Stenoscript ABC shorthand systems after two semesters of instruction at 
the high school level. Hadfield concluded that for a one-year shorthand 
course the Forkner system is superior to the Gregg and Stenoscript ABC 
systems. Horlache1· found that students in his study who were enro ll ed 
in Stenoscript were superior to the Gregg students at the dictation 
speeds of 60, 70, 80, and 90 words per minute after two semesters of 
instruction. 
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Robey and Burr (1975) compared the achievement of high schoo l 
students enrolled in traditional (manua l ) shorthand and students enrolled 
in a touch (machine) shorthand course. Based on the findings in their 
study, it was concluded that the majority of the students in their study 
using the touch system of shorthand acquired a proficiency level in 
transcription for employment after one year of study. In addition, for 
the most part the touch shorthand students exceeded the l evel achieved 
by students enroll ed in the traditional (manual) shorthand classes . 
If alphabetic and machine shorthand systems can reduce learning 
time and if they are viable alternatives to symbolic shorthand, are the 
alphabetic and machine shorthand systems acceptable to employers? Many 
research studies have sought to determine the system of shorthand used 
by office workers and/or the system preferred by employers; for example, 
Frederickson (1976), Gray (1972), Harris (1976), Kennedy (1978), 
Marshall (1973), Matthews (1975), J. Ol son (1_973), Sacco (1971), 
Scalamogna (1969), and Scammon (1974). Whenever the researcher identi-
fied the system as al phabetic, symbolic, manual, or machine shorthand, 
the manual shorthand system was the predominate system used by office 
workers. In addition, the symbolic shorthand systems were the more 
frequently used of the two manua l (alphabetic and symbolic) systems . 
When employers indicated the system they preferred their employees to 
have, it was manual shorthand with symbolic shorthand th e more preferred 
of the manual systems. The fol l owing studies are detailed to underscore 
this dominance by manual and/or symbolic shorthand systems. 
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In his study Scammon (1974) attempted to determine whether symbolic 
or alphabetic shorthand was preferred by personnel directors. Scammon 
surveyed 72 secretaries, their immediate managers, and 40 personnel 
directors. At least one personnel director from each f irm employing the 
72 secretaries was interviewed. If more than one secretary from a firm 
was interviewed, the responses of the personnel director were weighed 
accordingly. The weighted responses of the personnel directors showed 
that 11 preferred symbolic systems, 30 preferred symbolic or alphabetic 
systems, 3 had no preference for shorthand systems, none required only 
alphabetic or machine systems , and 6 required no shorthand. Of the 
three personne l directors indicating that any of the three systems 
(symbolic, alphabetic, and machine) were acceptable, all stated that 
machine shorthand was not being used on the job. 
Gray (1972) found that 28 of the 50 southern companies which she 
surveyed preferred manual shorthand systems, 2 companies pre ferred 
machine systems, and 14 companies had no preference for shorthand sys-
tems. 
In his study Scalamogna (1969) found that for 29 of the 34 posi-
tions which required sk ill in shorthand the preference was for manual 
systems with the remaining 5 positions requiring machine shorthand. 
Scalamogna, like Gray (1972), did not address the type of manual short-
hand systems preferred. 
Sacco (1971) studied the employment possibilities and job require-
ments used by businesses in hiring beginning office employees in La 
Grande, Oregon. The business firms were specifically asked if there wa s 
a preference for ABC (alphabetic), Gregg, or machine shorthand. Only 
of the 50 responding firms had a shorthand requirement, with 6 of the 
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firms having no preference for shorthand system. One employer preferred 
Gregg (symbolic) shorthand. 
Matthews (1975) conducted a study to determine the competencies 
required for the performance of modern office work. Within the dicta-
tion and transcription cluster of ta sks, three tasks were rated impor-
tant by 30 to 49 percent of the employees surveyed: (1) the ability to 
take dictat i on with speed and accuracy, (2) the ability to transcribe 
shorthand notes with speed and accuracy, and (3) the ability to tran-
scribe materia l recorded on a transcribing machine. Two tasks were rated 
as not be ing important by 50 percent or more of the employees: (1) the 
ability to take dictation with machine shorthand and (2) the ab ili ty to 
transcribe from machine shorthand notes. 
In a survey of 28 businesses in the Atlanta, Georgia, area, Harris 
{1976) found that 26 of the 27 workers who used shorthand in performing 
their jobs used Gregg (symbolic) shorthand while one used an al phabetic 
system. None of the workers used machine shorthand . 
J. Olson {197J), in her study to determine the systems used to re-
cord dictation in the Milwaukee, Wisconsin, area, found that 89 percent 
of the firms employed personnel who used manual shorthand and 3 percent 
of the firms employed personnel who used machine shorthand. 
Freder ickson {1976) conducted a task analysis of secretaries in the 
Wash ington, D.C., area. Of the 112 secretaries who were qua lified to 
take shorthand, 98 or 81.7 percent were Gregg shorthand writers. A 
similar preponderance of Gregg shorthand writers wa s reported by 
Marshall (1973). Of the 11 secretar i es in the Logan, Utah, area who 
responded rega rding the shorthand system they used, all indicated Gregg 
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shorthand. The remaining eight secretaries in Marshall's study did not 
respond to this inquiry. 
Summary 
Comparison studies of the various shorthand systems have shown that 
students enrolled in alphabetic or machine shorthand systems learn as 
well as or better than students enrolled in symbolic shorthand classes 
in terms of dictation speeds and correctly transcribed words. However, 
when preference for shorthand systems was indicated by employers or the 
type of shorthand system used by employees was reported, the symbolic 
shorthand systems were preferred or used most often. Frequently, skill 
in machine shorthand is not expec ted of office workers. 
Weaknesses of Shorthand Systems 
As poi nted out in the previous section of the review of literature, 
there have been a great many studies to determine employer preference 
for a particular system of shorthand (alphabetic, symbolic, manual, or 
machine). However, no studies could be located which addressed the 
reasons why employers preferred one system of shorthand over another. 
On occasion, unso l icited comments from employers concerning reasons for 
a preference wou l d be reported by researchers. For example, i n the 
196_5 California State Department of Education report on Selected Entry 
Office Jobs for the High School Student, one employer was quoted as 
stating: "We are reluctant to hire stenotype [machine shorthand] oper-
ators because we feel their aim is to get experience so that they can 
go on to court reporting jobs" {p. 10). 
A review of the competencies needed by stenographic-secretarial 
applicants as described in the second portion of this review of 
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literature also provides some possible employer objections to various 
systems. For example, speed in recording dictation may be perceived by 
employers as not being developed in an alphabetic shorthand system; or, 
the ability to take office-style dictation may be perceived by employers 
as not being developed in a machine shorthand system. 
The current literature in office education provides additional 
possible weaknesses of and/or objections to various shorthand systems. 
Some weaknesses, such as Clayton's (1974) reference to alphabetic short-
hand, can be applied "across-the-board" to all systems. (Clayton noted 
that perhaps the best use for alphabetic shorthand in the office is for 
secretarial positions not requiring long periods of dictation at rela-
tively high speeds [p. 13].) Other references in the literature apply 
to specific systems, most notably machine shorthand. 
Klein (1970) reported part of the results of his follow-up study 
of community college executive secretarial graduates. One question was 
directed to the secretarial graduates who had machine shorthand skill. 
The question attempted to ascertain possible problems in the use of ma-
chine shorthand in an office situation. The following were possible 
problems identified by the graduates: 
l. Too much legal dictation was given in school; consequently, 
students could not adapt to office-style dictation. 
2. The shorthand machine was more inconvenient than a pen and pad: 
the machine is not as handy, must be set up frequently, and is awkward 
in certain areas. 
3. There is a possibility of running out of paper and not being 
able to secure a supply on short notice. 
4. Difficulty may be experienced in taking dictation over the 
telephone. 
5. Difficulty ex i sts in making corrections or modif ications in 
shorthand notes. 
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Brender (1969) questioned the appropriateness of offering machine 
shorthand instruction in the secondary schools. His remarks were di-
rected not only at the use of mac hine shorthand in the office but at all 
aspects of machine shorthand instruc tion which might not be intended 
solely for deve l oping court-reporting skills . In referring to the office 
application of machi ne shorthand , Brender offered the following objec-
tions: 
1. Slowness in transcribing because the secretary cannot easily 
place punctuation marks and other transcrirtion aids in the shorthand 
notes . 
2. Dislike by dictators in having secretary 's eyes roaming around 
the room or l ooking at the dictator while the dictatio n process is 
occurring. 
3. Inconvenience of machine breakdown. 
4. Cost of supplies: ribbons and note paper. 
5. Difficulty i n adding, deleting, and cha nging material already 
dictated. 
Ruegg (1969) offered a possibl e objection by the uni nformed em-
ployer when commenting on the operation of a shorthand machine. The 
uninformed employer may believe that s ince the shorthand machine uses 
keys to print l etters, the machines may make noise like a typewriter, 
thus distracting the dictator. 
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Summary 
Research studies have not attempted to determine the weaknesses 
which employers may perceive resulting from instruction in various 
shorthand sys tems. A review of studies which present the competencies 
needed for success in stenographic-secretarial positions can provide a 
basis for developing possible weaknesses which persons may possess upon 
completion of a course in one of the shortha nd systems. Current litera-
ture in office education provides other possible weaknesses of the 
shorthand systems, especially machine shorthand. 
Summary of Review of Related L itet·ature 
An in-depth review of the literature was conducted in four specific 
areas: the use of shorthand as an employment criterion for entry-level 
office positions; the competencies perceived by employers as being 
needed by office workers; employer preference for different systems of 
shorthand; and possible weaknesses of th e various types of shorthand 
systems. 
As a result of this review of literature, it was determined that 
shorthand is required for many types of office positions and is used to 
some extent as an employment screening device. However, research has 
not been directed at ascertaining why shorthand is used as a screening 
device. 
In addition, researchers have found that many employers prefer 
their employees to have skill in specific types of shorthand systems, 
but possible reasons for this preference have not been empirically 
determined. 
CHAPTER III 
METHODS AND PROCEDURES 
The purpose of this study was to gather data to determine answers 
to the following: 
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(l) Is shorthand used as an employment screening device when there 
i s little expectat ion of the use of that shorthand skil l ; and if it i s, 
what are the competencies employers believe individuals possess if they 
have completed a course in shorthand? 
(2) Are persons who have completed a course in a particular sho rt-
hand system as acceptable to employers for positions which require the 
ability to take shorthand as persons who have taken a course in a dif-
ferent shorthand system; and if not, why are these individual s not 
acceptable? 
Thi s chapter details the methods and procedures used in conducting 
this study and in analyzing the data collected. 
Identification of the Population and Sample 
The target and accessibl e populations for this study were the busi-
nesses located in the state of Utah which are listed in Dun and 
Bradstreet's 1978 Million Dollar Directory and the 1978 Middle Market 
Directory. 
The businesses in the directories are listed geographically by 
state. These businesses are classified by using the Standard Industria l 
57 
Classification {SIC) code. In addition, the size of the firm (by number 
of employees) and the mailing address of each firm is also given. 
There is a total of 307 businesses listed for Utah in the 1978 
Million Dollar Directory and 288 businesses listed for Utah in the 1978 
Middle ~1arket Directory. Table 2 presents a breakdown of the nine SIC's, 
the number of businesses for each SIC in each directory for the state of 
Utah, and the total for each SIC for the state of Utah. 
Table 2 
Breakdown of Businesses in 1978 Mi ll ion 
Dollar Directory and 1978 Midd le 
r~arket Di rectol'Y for Utah 
Middle Mi 11 ion 
Standard Industrial Market Dollar 
Cl assification Directory Directory 
Agricu lture , Fares try, and 
Fishing 
Mining 2 10 
Construction 46 33 
Manufacturing 38 46 
Transportation, Communication, 
and Other Public Utilities 6 20 
IJho 1 esa 1 e Trade 58 43 
Retail Trade 53 40 
Fi nance, Insurance, and 
Real Estate 60 88 
Services 18 20 
Total 288 307 
Tota l 
for 
SIC's 
14 
12 
79 
84 
26 
101 
93 
148 
38 
595 
59 
Dollar Directory for a total of 79 businesses. When 46 and 33 were 
divided by 79, the proportions of 58 percent and 42 percent were derived 
res pectively. Thus, 58 percent of the businesses randomly drawn for the 
SIC for Construction were drawn from the Middle Market Directory and 42 
percent of the businesses were drawn from the Million Doll ar Directory . 
Except for two SIC's (Mining and Transportation, Communication, and 
Other Public Utilities), which were sampled in their entirety, the pro -
portion of bus inesses listed in each SIC in each directory are compara-
bl e . Specifical ly, aside from the two above-mentioned SIC ' s, neither 
directory accounts for more than 59 percent of the businesses in an 
individual SIC. Consequently, neither directory accounted for an unu s-
all y large or small proportion of the proportional random sample. 
When drawing the random sample, all businesses in a particular SIC 
for each directory were arranged al phabetica ll y by name of business. 
Once al phabetized, the businesses were numbered consecutivel y in ascen-
ding order beginning with the number "l ." The businesses to be included 
in the sample for these SIC's were then chosen using a table of random 
numbers which was found in the appendix of STATISTICS (1976) by Gilbert. 
The data in Table 3, found on page 60, show the breakdown of the busi-
nesses for the study sample which were drawn from each directory. 
Refining the Study Sample 
The study sample size of 300 was subsequentl y reduced to 278. Thi s 
reduct i on was one of the findings of the pilot study . Follow-up tele-
phone calls of ra ndoml y se lected non-respondents in the pilot study re-
vealed that the cover l etters originally addressed to the "Personnel 
Director" were not being r·ecei ved by the personne 1 directors of the 
Table 3 
Breakdown of Study Sample Businesses 
in 1978 Million Dol l ar Directory 
and 1978 Middle Mitrket Directory 
for Utah 
Middle Million 
Standard Industrial Market Do 11 a r 
Classification Directory* Directory* 
Agriculture, Fares try, and 
Fishing 
Mining 2 10 
Construction 19 (58%) 14 (42%) 
1-lanufacturi ng 16 (45%) 19 (55%) 
Transportation, Communication, 
and Other Public Uti l it i es 6 20 
Wholesale Trade 24 (57 %) 18 (43%) 
Reta il Trade 22 (57%) 17 (43%) 
Finance, Insurance, and 
Real Estate 25 (41%) 36 (59%) 
Services 18 20 
Total 139 161 
60 
Total 
Sample 
14 
12 
33 
35 
26 
42 
39 
61** 
38 
300 
*Percentages are proportion of businesses for a total SIC found in 
each directory. 
**Number not exact mathematical l y due to rounding off so that total 
sampl e equals 300. 
pi lot study businesses . Conseq uently , i t was decided that it woul d be 
necessary to telephone each bus iness chosen for the study sampl e in order 
to determine the name and tit l e of the person in charge of hiring office 
personnel. 
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Four SIC's were to be sampled in full because the total number of 
businesses li sted for each SIC in both directories was less than 39: 
Agriculture, Forestry, and Fishing; Mining; Transportation, Communica-
tion, and Other Public Utilities; and Services. In the course of tele-
phoning these businesses, several firms were eliminated from these SIC ' s 
because of various reasons: unwillingness to participate; inability to 
contact businesses because the firms were no longer in operation or 
there was no telephone listing. Since these firms represented the en-
tire popu lation within these four SIC's, it was not possible to replace 
the firms with other firms in those SIC's. In these four SIC's, 22 
businesses were eliminated from the study samp_l e. 
For those SIC's where a random sample had been draw? i n order to 
determine the businesses to be included in the study, s imil ar results 
were obtained from the telephone inquiries. However, when a business 
originally selected was eliminated, another busines s was se lected from 
the remaining accessible popu l ation within the SIC from the same direc-
tory as the eliminated bus i ness . Consequently, there was no loss in the 
number of businesses initially determined in the following SIC's: 
Construction; Manufacturing; Wholesale Trade; Retail Trade; and Finance, 
Insurance, and Real Estate. 
The data in Table 4 on page 62 detail the actual number of busi-
nesses surveyed in this study. 
Design of Study 
In order to answer the questions identified in the Purpose sect ion 
of this study, personnel directors of businesses located in the state of 
Utah which are listed in the 1978 Million Dollar Directory and the 1978 
Table 4 
Breakdown of Final Study Sample Businesses 
in 1978 Million Dollar Directory and 
1978 Middle Market Directory 
for Utah 
Middle Mill ion 
Standard Industrial Market Dollar 
Classification Directory Directory 
Agriculture, Forestry, and 
Fi shing 
Mining 9 
Construction 19 14 
Manufacturing 16 19 
Transportation, Communication, 
and Other Public Utilities 17 
Wholesale Trade 24 18 
Retail Trade 22 17 
Finance, Insurance, and 
Real Estate 25 36 
Services 16 12 
Total 133 145 
62 
Total 
Sample 
6 
ll 
33 
35 
23 
42 
39 
61 
28 
278 
Middle Market Directory were surveyed. A mailed questionnaire served as 
the data-collecting instrument. Hill estad ( 1977) noted that "by using 
a mailed questionnaire, one can usually co ll ect data from larger, more 
representative samples than one can usually get by interview" (p. 41) . 
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Design of Questionnaire 
As there were no standardized instruments available that could be 
used in collecting the desired data for this study, it was necessary to 
develop a questionnaire. There were four major areas of concern about 
which data were collected: (1) Was shorthand used as an employment cri-
terion when there was little expectation of the use of shorthand in the 
performance of the office duties? (2) What were the competencies (know-
ledges, skills, and attitudes) employers perceived individuals possess 
if a course in shorthand had been completed? (3) Did employers have a 
preference for a type of shorthand system in which employees had skill? 
and (4) What were the weaknesses employers perceived individuals to have 
if these ind.i viduals had completed a course in a particular type of 
shorthand sys tem? 
Section I of the questionnaire attempted to determine whether em-
ployers believed they were getting a better office worker if that office 
worker had completed a course in shorthand. Respondents were asked to 
check one of three possible statements. By checking one of the first 
two statements, the respondents indicated a belief that completion of a 
course in shorthand resulted in a better office worker. In addition, 
checking one of the first two statements indicated the respondent pre-
ferred to hire or attempted to hire persons who had shorthand skill even 
though there might not be a need for shorthand in the office position. 
By checking the last of the three statements, respondents indicated they 
did not believe that completion of a course in shorthand developed any 
competencies which helped determine success on the job other than the 
ability to take and transcribe shorthand. 
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Respondents who checked one of the first two statements were direc-
ted to Section II of t~~ questionnaire, and respondents who checked the 
last statement were dirited to Section III. 
It was of particular importance in the construction of Section II 
of the questionnaire to develop a list of competencies which employers 
believed essential for success in office positions. Using the Kosy 
(1959}, Weber (1969}, Erickson (1971), and Bock (1973) studies as a 
point of reference, a list of 75 competencies in statement form were 
identified. Of these 75 statements, 35 were statements concerning know-
ledges and skills of office workers and 40 were statements concerning 
attitudes of office workers. There were several duplicate or near-
duplicate statements among these 75 statements. The duplicate state-
ments were retained in the initial development of the questionnaire. 
A preliminary questionnaire was prepared and duplicated. This 
questionnaire was presented to the BE 781 Research Seminar at Utah 
State University during the winter, 1978, quarter. The Research Seminar 
is composed of full-time students enrolled in the EdD program in Curri-
culum Development and Supervision with emphasis in Busines_s Education 
and staff members from the Department of Business Education and Office 
Administration. Feedback from seminar participants concerning the ques-
tionnaire resulted in the reduction in the number of statements of com-
petencies from 75 to 46. Of these 46 statements, 22 dealt with know-
ledges and skills and 24 dealt with attitudes necessary for successful 
office employment. 
Further refinement of the questionnaire resulted from the feedback 
from the Research Seminar participants. Formatting, elimination of 
duplicate items, and methods of reproduction suggestions were provided. 
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( 
In order to avoid building bias into Section II, introductory 
clauses were placed at intervals throughout the statements of competen-
cies. These clauses were "COMPARED TO PERSONS WITHOUT SHORTHAND, PERSONS 
WITH SHORTHAND" and "COMPARED TO PERSONS WITH SHORTHAND, PERSONS WITHOUT 
SHORTHAND." It was believed that by alternating the emphasis of these 
introductory clauses that respondents would not develop a "mind set" · 
toward answering in a particular manner; that is, had only one of the 
above . introductory clauses been used throughout Section II, the respon-
•- dents might have been biased toward one set view. 
A Likert-type scale was used in Section II. Rather than simply 
having a checklist of competencies, it was believed that more informa-
tion would be obtained if the respondents were able to indicate a degree 
of attitude toward the worker competency. 
The Likert-type scale used in Section II for the competencies was: 
SA · - strongly agree; statement reflects situation most likely to 
occur 
A - agree 
NA - neither agree nor disagree as completion of (or not enrolling 
in) a course in shorthand is not related to knowledge, skill, 
or attitude emphasized in statement 
0 - disagree 
SD - strongly disagree; opposite of statement refl ects situation 
most likely to occur 
Statements in Section II were designed so that the reliability of 
Section II could be determined. In Section II there were several dupli-
cate competencies, presented in a slightly different manner a second time, 
which were used to determine whether the responses were consistently made. 
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For each pair of questions, a Pearson product-moment correlation coeffi-
cient was computed for the responses in the actual survey. The follow-
ing questions were designated for this treatment: 2 and 15; 5 and 37; 
8 and 19; 24 and 27; 24 and 36; 27 and 36; 33 and 46; and 34 and 42. 
The Pearson product-moment correlation coefficients are reported in 
Chapter 4 under the Questionnaire Reliability section. Respondents who 
completed Section II were asked to proceed to Section III. 
There were two parts to Section III. The first part contained a 
list of possible weaknesses of persons who had completed a course in one 
of the three types of shorthand systems (alphabetic, symbolic, or ma-
chine). The statements of weaknesses were divided into four groups: 
weaknesses of persons with skill in each of the three systems and weak-
nesses of the shorthand machine. A Likert-type scale was used after 
each of these statements of weaknesses. The scale was: 
SA- strongly agree; sta tement reflects situation most likely to 
occur 
A - agree 
U - undecided--not familiar enough with shorthand sys tems to be 
able to indicate a position 
D - disagree 
SO - strongly disagree; opposite of statement reflects situat ion 
most likely to occur 
Following completion of the statements of weaknesses, there was one 
question to be answered. The question pertained to the shorthand system 
preferred by employers. All three shorthand systems and combinations 
thereof were available for selection as well as a statement that the 
employer had no preference and a statement that there were no positions 
in the employer's firm for which shorthand was required. Respondents 
were to check ·only one of the selections. 
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All respondents were asked to complete Section III. Respondents 
who had also completed Section II were asked to omit Section IV and go 
to the "Final Comments." Respondents who had indicated a negative 
answer in Section I were directed to Section IV following completion of 
the third section. 
Section IV presented three statements. A respondent could check 
one or more of the comments in this section. The statements in this 
section were provided to cover all possible options available to persons 
who did not use shorthand as an employment screening device. 
Once finalized for the pilot study and later for the actual survey, 
the questionnaire was typed on 8 1/2 by 14 inch paper and reduced on a 
Xerox copier. The reduced images were placed sideways on another sheet 
of 8 1/2 by 14 inch paper. Thus, two of the original pages were repro-
duced on one side of a sheet of paper. An offset master was made from 
each of the two originals and copies of the questionnaire were repro-
duced using an offset duplicator. Once the duplicating run was completed, 
the copies were folded length-wise thus producing a "program" or "booklet" 
effect for the questionnaire. 
The Pilot Study 
A field test of the questionnaire was performed in the Phoenix, 
Arizona, area during March and April, 1979. A pi l ot study sample of 36 
businesses was drawn from the 1978 Middle Market Directory and the 1978 
Million Dollar Directory. There were 18 businesses drawn from each 
directory, two businesses from each of nine Standard Industrial 
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Classifications (SIC). For one ~SIC, Mining, there were no businesses 
li sted in the Middle Market Directory. Consequently, two additional 
businesses were drawn from the SIC for Wholesale Trade from the Middle 
Market Directory. The SIC for Wholesale Trade was chosen jecause it 
contained the largest number of businesses listed for the Phoenix area. 
When choosing the pilot study random sample, the businesses in each 
SIC were listed alphabetically for each directory. Then a table of ran-
dom numbers was used in the actual selection of the pilot study sample. 
A cover letter, questionnai·re, . and an evaluation form were sent to 
the "Personnel Director" for each of the 36 businesses in the pilot study. 
The cover letter, which was printed on Utah State University letterhead 
and signed by the researcher and the Director of Graduate Programs in 
Business Education, explained the purpose of ·the pilot study. In addi-
tion, the personnel directors were requested to complete and return both 
the questionnaire and the evaluation form in the enclosed stamped, pre-
addressed envelope. The evaluation form sought to determine the weak-
nesses of the questionnaire as viewed by the respondents. There was 
a 1 so included a form which the respondents could ret.urn in order to 
secure a copy of the findings of the study. Copies of the pilot study 
materials can be found in Appendix D. 
After the initial mailing of the cover letters and questionnaires 
to the pilot study sample, two letters were returned because they were 
not deliverable. Consequently, an additional business was randomly 
drawn for each of the returned letters from their respective SIC's and 
directories and copies of the letters, questionnaires, evaluation forms, 
request for findings forms, and stamped, pre-addressed envelopes were 
sent to the new businesses. 
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After a two-week period, a pos t card wa s sent to the non-respondents 
asking them to complete and return the questionnaire and evaluation form. 
A copy of this post card can be found in Appendix D. 
Two weeks following the post card follow-up; a second letter, ques-
tionnaire, evaluation form, and request for findings form were sent to 
non-respondents. Once again, the personnel directors were requested to 
complete both the questionnaire and evaluation form and return them in 
the enclosed stamped, pre-addressed envelope . 
Ten days following the second letter, telephone calls were made to 
five randomly selected non-respondents since only 44.4 percent had re-
sponded. After a short discussion with the personnel directors, it was 
determined that the main reason for non-response to . the questionnaire was 
that the original letters and follow-ups had not been received by the 
personnel directors. As a result of this finding, it was decided that 
prior to the actual survey the names and titles of the persons i n charge 
of hiring office personnel would be determined through a telephone survey 
of the sample of businesses in the actual study. 
The evaluation forms included with the questionnaires attempted to 
determine the following weaknesses of the questionnaire: whether the 
directions were clear and easy to follow; whether the introductory state-
ments in Section II were confusing; whether any specific statements of 
competencies in Section II needed to be omitted or added; whether any 
terminology needed to be defined; whether the printing was large enough 
for easy reading; and how long it took the respondents to complete the 
questionnaire . 
During the course of the pilot study, it was determined that a 
change in Section I of the questionnaire was necessary prior to conducting 
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the actual study. Persons who indicated a negative response in Section 
I of the pilot study questionnaire were directed to Section IV, the con-
eluding section of the questionnaire. However, it was discovered that 
while employers may not believe persons who have skill in shorthand pos-
sess any special competencies, the employers may require shorthand of 
persons since there are positions in the company which require skill in 
shorthand in order to perform the assigned tasks. Using the pilot study 
questionnaire, the employers in these circumstances would not have an 
opportunity to indicate the shorthand system preferred. Therefore, Sec-
tion I was changed so that respondents who indicated a nega,ti ve answer 
would be di r ected to Section III. Thus, these respondents would have a 
chance to indicate their preference for a shorthand system as well as in-
dicate po ss ible weaknesses of persons who had skill in different short-
hand sys terns. 
Conducting the Study 
The initial mailing of the questionnaire used i~ : tpi ~ study was con-
ducted on May 15, 1979 . The mailing included a cover letter, a question-
naire, a request for findings form, and a stamped , pre-addressed return 
envelope. The cover letter explained the purpose of the study and gave 
directions for completion and return of the questionnaire. 
A follow- up of all non-respondents was made two weeks following this 
initial mailing. The follow-up consisted of a post card with a standard-
ized mes sage. The message was typed on paper and then reduced using a 
Xerox copier. Using the resulting master, adhesive-backed labels were 
prepared, which were then attached to the back of the post cards . This 
procedure insured the messages read the same and there were no typing errors. 
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A second follow-up of non-~espondents was conducted ten days follow-
ing the post cards. This follow-up consisted of a second cover letter, 
questionnaire, request for findings form, and a stamped, pre-addressed 
return envelope. A second follow-up post card was sent a week after this 
mailing. The second post card, sent to all non-respondents, was prepared 
using the same techniques as those followed in preparing the first post 
card. 
A final mailing was conducted a week after this second post card. 
This mailing included a cover letter, questionnaire, request for findings 
form, and a stamped, pre-addressed return envelope. 
A copy of all the materials used in the initial mailing and the 
four follow-ups, elcept for the questionnaire, can be found in Appendi x 
E. The questionnaire can be found in Appendix F. 
A detailed explanation of the various components involved in this 
ma i 1 i ng procedure and subsequent accounting methods fo 11 ows. 
Telephone Calls 
As noted in the "Pi lot Study" section of this chapter, it was deemed 
necessary to call all companies in thi s study sample to determine the 
name and title of the person in charge of hiring office personnel and to 
verify the mailing address of the company. It was noted in the "Identi-
fication of Population and Samp le" section that 22 businesses were lost 
from the desired sample size of 300. 
Mailing Labels 
Label masters with the names, titles, and addresses of the persons 
in charge of hiring office personnel were typed. Whenever a mailing was 
to be conducted, adhesive-backed labels were printed using a Xerox copier. 
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These mailing labels were then placed on the envelopes or post cards to 
be mailed thus insuring consistency in addresses. No letters or post 
cards were returned as undelive~able . 
Mailing labels with the name and address of the researcher were also 
prepared for the stamped, pre-addressed return envelopes which were en-
closed with the first, third, and fifth mailings. 
Cover Letters 
The cover letters for the study were duplicated using an offset 
duplicator and were printed on Department of Business Education and Office 
Administration, Utah State University, letterhead stationery. The let-
ters were signed by the researcher and the Director of Graduate Programs 
in Business Education at Utah State University. The names, titles, and 
addresses of the persons in charge of hiring office personnel were typed 
on the form letters. 
There were three separate cover letters , one for the initial mailing 
and two used in the second and fourth follow-ups . The cover letters pre-
sented the purpose of the study and gave directions for completing and 
returning the questionnaires and request for findings forms. Copies of 
the cover letters can be found in Appendix E. 
Questionnaires 
Questionnaires were typed on 8 l/2 by 14 inch paper and reduced on a 
Xerox copier. The reduced pages were placed on 8 l/2 by 14 inch white 
paper from which offset masters were prepared. Copies of the question-
naire were then duplicated on 8 1/2 by 14 inch paper using an offset 
duplicator. For the first and fifth mailings, the questionnaires were 
printed on yellow paper; for the third mailing, the questionnaires were 
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printed on blue or green paper . The color of the paper on which the 
questionnaires· were reproduced facilitated in determining at what point 
in the mailing procedure the questionnaire was returned. The question-
na ires were. ~lded length-wj se to produce a "booklet" or "program" effect . 
A copy of the questionnaire used in this study can be found in Appendix F. 
Request for Findings Form 
As a service to those who responded to the questionnaire, copies of 
the findings and conclusions of this study were made available . A copy of 
a "Request for Findings" form was enclosed in the first, third, and fifth 
mailings. If a respondent wished to receive a copy of the findings, the 
Request for Findings form was to be returned with the completed question-
naire. When the findings became available , copies were sent to these re-
spondents. The Request for Findings forms used ' in the pilot study and 
actual sur vey were the same and can be found in Appendi x D. 
Accounting Procedures 
The names of the individual s or companies chosen for the study sam-
ple did not appear on the questionnaire. It was necessary, therefore, to 
have some method of checking off the names of the respondents so that the 
SIC and size of bus iness data could be identified with the response . In 
addition, in order to facilitate follow-up procedures, it was necessary to 
know which companies had responded . Written on the inside flap of the 
return envelope was the number which had been assigned to each of the com-
panies in the sample. When a return was received, the number of the com-
pany was checked and the company was marked as having returned the ques-
tionnaire. The name and address of the respondent was then crossed off the 
mailing label master insuring that a follow-up would not be sent later. 
Statistical Analysis 
All statistical analyses ~f the data were performed on either the 
Burroughs B6700 computer at Utah State University or on a Texas Instru-
ments electronic programmable calculator, TI59, and accompanying PC-lOOA 
console. The STATPAC package contained the programs used when analyzing 
the data on the Burroughs computer. 
The following statistical procedures were used to test each null 
hypothesis at the .05 level of significance and to derive the descrip-
tive statistics. 
Section I of the Questionnaire 
Section I of the questionnaire attempted to determine whether em-
ployers believed they were getting a better office worker if that office 
worker had completed a course in shorthand. Respondents were asked to 
check one of three possible statements. By checking one of the first 
two statements, the respondents indicated a belief that completion of a 
course in shorthand resulted in a better office worker and that the re-
spondents preferred to hire or attempted to hire persons who had short-
hand skill even though there might not be a need for shorthand in the 
office position. By checking the last of the three statements, respon-
dents indicated they did not believe that completion of a course in 
shorthand developed any competencies which helped determine success on 
the job other than the ability to take and transcribe shorthand. 
A chi square test of proportions was used to test the "A" null 
hypotti.esis. The "A" null hypothesis dealt with whether there was a 
significant difference between employers who preferred or attempted to 
hire persons who had completed a course in shorthand and employers who 
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believed that completion of a course in shorthand did not develop any 
special competencies. The "Al" hypothesis stratified respondents accord-
ing to the nine Standard Industrial Classifications, and the "A2" hypo-
thesis stratified respondents by size of business. 
A chi square test of proportions was used to statistically analyze 
the responses in Section I since the responses are dichotomous and are 
recorded as frequency counts. By checking one of the first two respon-
ses in Section I, the respondents indicated "yes," shorthand was used as 
an employment criterion. By checking the third response, the respondents 
indicated "no," shorthand was not used as an employment criterion. 
The computational formula for a chi square test of proportions is: 
where, , 
ai number of "yes" responses for each category within the classifica-
tion variable (in these hypotheses, the nine SIC's and the three 
sizes constituted the categories); 
pi proportion of "yes" responses for each category within the classi-
fication variable, found by dividing the "yes" responses in a cate-
gory by the total responses for that category within the classifi-
cation variable; 
j5 proportion of all "yes" responses across all categories within the 
classification variable, found by dividing the total "yes" respon-
ses by the total responses; 
q 1 - p 
In addition to testing the differences in proportions for the two 
classification variables, individual chi square tests of proportions 
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were performed for individual or groups of SIC's, where the classifica-
tion variable was size. Because of the small numbers in the various 
size levels for some of the SIC's, several SIC's were combined before 
performing the individuijl chi square tests. 
Section · II of the Questionnaire 
Section II of the questionnaire was completed by respondents who 
had checked one of the first two statements in · Section I. By checking 
one of the first two statements in Section I, respondents indicated they 
be 1 i eved they were getting a better office worker if that office worker 
had completed a course in shorthand. 
In Section II there .were 46 ·statements pertaining to knowledges, 
skills, and attitudes exhibited by persons who have and have not com-
pleted a course in shorthand. For each of these statements, the respon-
dents indicated their opinion about the statement by .circling an appro-
priate letter on a Likert-type scale. This Likert-type scale was 
assigned a value of 5, 4, 3, 2, 1, beginning with the SA (strongly agree) 
category, with SD (strongly disagree) receiving a value of 1. Thi s 
valuing order was followed for all statements preceded by "COMPARED TO 
PERSONS WITHOUT SHORTHAND, PERSONS WITH SHORTHAND." The value of the 
categories in the Likert-type scale was reversed for those statements 
preceded by "COMPARED TO PERSONS WITH SHORTHAND, PERSONS WITHOUT SHORT-
HAND." 
There were 78 respondents who completed Section II. When strati-
fied by size, there were five respondents for whom the numoer of employ-
ees was not available. Consequently, these five respondents were elim-
inated prior to the statistical analysis. In addition, there was only 
one respondent in the SIC for Agriculture, Forestry, and Fishing. The 
questionnaire for this respondent was also eliminated prior to the 
statistical analysis. Thus, the .analysis was based on a response from 
72 companies. 
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The "B" hypothesis dealt with whether there was a significant dif-
ference in the types of competencies identified by employers as being 
held by persons who had and had not completed a course in shorthand. 
The "Bl" hypothesis stratified respondents according to the nine Standard 
Industrial Classifications, and the "82" hypothesis stratified respondents 
according to the size of business. 
There were some occasions where respondents did not circle a re-
sponse on the Likert-type scale for some competency statements. In those 
instances, the non-response was recorded as an "NA," neither agree nor 
disagree. There were only 11 instances where this occurred out of 3312 
possibilities (46 competency statements times 72 respondents). 
A two-way analysis of variance was used to test the "B" null hypo-
thesis. The treatment variables were SIC and size. The 46 competency 
statements were grouped three ways: knowledges and skills (statements 
l-22); attitudes (statements 23-46); and total statements. Since there 
wa s an uneven number of statements in the knowledges and skills and atti-
tudes categories, it was necessary to first compute means for each of the 
three groups for each respondent. The means were then used in the anal-
yses of variance. 
Because of missing cells and unequal subclass numbers in the two-
way ana lyses of variance, a general least squares analysis was performed 
in order to determine the exact error term. Using the Fisher LSD test, 
the means of the various levels of the treatment variable can be compared . 
The LSD test was used to detect the difference between the means for any 
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two levels of a factor. 
The Fisher LS~(or "protected ! test procedure") was used to com-
pare the levels within the treatment variables (the means for the eight 
Standard Industrial Classifications and the means for the three sizes). 
The Fisher LSD test was used to take advantage of the more stable esti-
mate of the population variance provided by the analysis of variance's 
error term (MSE) (Welkowitz, Ewen, and Cohen, 1976, p. 221). The for-
mula for the Fisher LSD test is: 
Fisher 
where, 
t ! value at the .05 level of significance with the degrees of 
.05,dfe 
freedom equal to the degrees of freedom for the error term 
in the two-way analysis of variance 
MSE error term for the particular analysis of variance 
n1 mean of the first level of the treatment variable 
n2 = mean of the second level of the treatment variable 
The value derived from the formula for the Fisher LSD test was 
compared with the difference of the means of the two levels of the 
treatment variable being compared. If the difference between the means 
was greater than the Fisher value, then it was concluded that a signi-
ficant difference existed between the two levels being compared. 
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Section III of the Questionnaire 
In Section III the employers were asked to indicate which type of 
shorthand system they preferred applicants to possess. There were eight 
possible choices from which the personnel directors could choose. Six 
of those choices related to the various shorthand systems, one choice 
stated that the employer had no preference in the shorthand system 
possessed by the applicant, and one choice stated that a knowledge of 
shorthand was not required in order to perform the tasks assigned to 
office workers. The responses in this portion of Section III were tabu-
lated using frequencies and percentages. 
In addition to the eight possible choices concerning preference for 
shorthand systems, there was a series of Likert-type statements pertain-
ing to possible weaknesses of persons who have skill in the various 
shorthand systems. The Likert-type scale was assigned a value of 
5, 4, 3, 2, 1, where SA (strongly agree) was assigned a value of 5 and 
SO (strongly disagree) was assigned a value of 1. Whenever a respondent 
did not circle a letter in the Likert-type scale for a statement of 
weakness, the non-response was recorded as a "U," undecided. 
The "C" null hypothesis pertained to those possible weaknesses of 
persons who have skill in the various shorthand systems and stated that 
there was no significant difference in the disadvantages of those sys-
tems as identified by the respondents. The "Cl" hypothesis stratified 
respondents according to the nine Standard Industrial Classifications, 
and the "C2" hypothesis stratified respondents according to the size of 
the business. In both hypotheses, the responses were broken down by the 
three systems. 
. 
.... 
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There were 119 respondents who completed Section III. When strati-
fied by size, there were five respondents for whom the number of employ- · 
ees was not available. Consequently, these five respondents were elim-
inated prior to the three-way analysis of variance . In addition, there 
was only one respondent in the SIC for Agriculture, Forestry, and Fish-
ing. The questionnaire for this respondent was also eliminated prior to 
the analysis of variance. Thus, the three-way analysis of variance in 
Section III was based on responses from 113 companies. 
An item-by-item analysis of variance was performed for each of the 
46 statements of competencies from Section II of the questionnaire and 
for the 21 statements of weaknesses from Section III. The analysis of 
variance for each statement produced means and standard deviations 
which are reported in the Appendi x. 
Section IV of the Questionnaire 
Only those respondents who checked the last statement in Section I 
completed Section IV of the questionnaire. By checking the last state-
ment in Section I, respondents indicated that they did not believe that 
completion of a course in shorthand developed any competencies which 
helped determine success on the job other than the ability to take and 
transcribe shorthand. There were 95 respondents who checked the last 
item in Section I and who completed Section IV. 
Since more than one item in Section IV could be checked by a re-
spondent, descriptive statistics were used to report the responses. 
This chapter has contained a detailed explanation of the methods 
and procedures followed when conducting this study. 
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The target and accessible populations for this study were the 595 
businesses listed in the 1978 Million Dollar Directory and the 1978 
Middle Market Directory for the state of Utah. A sample of 3DD busi-
nesses was initially drawn and subsequently reduced to 278. 
A pilot study consisting of an initial mailing and two follow-ups 
was conducted in the Phoenix, Arizona, area. Included in the pilot study 
was an evaluation form concerning the questionnaire, this form being com-
pleted by respondents in the pilot study. 
The actual survey consisted of an initial mailing, two post card 
follow-ups, and two follow-ups with cover letter, questionnaire, and 
pre-addressed return envelope. The names and titles of the persons in 
charge of hiring office personnel and a verification of the mailing 
address was made through a telephone contact prior to the initial 
mailing . 
The questionnaire developed for this study contained fo ur sections , 
with the first three sections dealing with the specific areas under in-
vestigation. The fourth section requested additional data from those 
respondents who did not use shorthand as an employment screening device. 
Reliability coefficients for selected pairs of competency statements 
in Section II of the questionnaire were computed. 
The statistical tests used for analyzing the data were: one-, 
two-, and three-way analysis of variance, chi square test of proportions, 
and descriptive statistics. 
CHAPTER IV 
FINDINGS 
The purpose of this study was to gather data to determine answers 
to the following: 
1. Do employers require individuals for secretarial and clerical 
positions to have taken a course in shorthand even though knowledge of 
shorthand may not be needed in order to perform the tasks associated 
with the particular positions; that is, is the completion of a course 
in sho rthand used as a· ,personnel selection device? 
2. If employers are using shorthand as an employment screening 
device, what are the competenci~s (knowledges, skills, and attitudes), 
other than the actual ability to write shorthand, which employers be-
lieve individuals possess if they have completed a shorthand course as 
opposed to those persons who have not completed a shorthand course? 
3. Are individuals who have completed a course in an alphabetic 
shorthand system or a symbolic shorthand system equally acceptable to 
employers for positions where the ability to take shorthand is an 
employment criterion? 
4. If persons who have completed a course in an alphabetic short-
hand system are not acceptable to employers for positions where short-
hand is an employment criterion, given a list of possible reasons, why 
are they not acceptable? 
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5. Are persons who have completed a course in a machine shorthand 
:~~sys tem or a . symb:~ shorthand system equally acceptable to employers 
fq~positions where the ability to take shorthand is an employment cri-
· ~riM? 
6. If persons who have completed a course in a machine shorthand 
system are not acceptable to employers for positions where shorthand is 
an employment criterion, given a list of possible reasons, why are they 
not acceptable? 
This chapter describes the results of the statistical analyses of 
the data collected in this study. The chapter is divided into six parts 
an d is concluded by .a summary. The six parts are: 
a. Number of Questionnaires Returned 
b. Questionnaire Reliability 
c. Hypothesis A: Shorthand As an Employment Criterion 
d. Hypothesis B: Competencies Developed by Persons Completing a 
Shorthand Course 
e. Hypothesis C: Acceptability and Weaknesses of Shorthand 
Systems 
f. Employer Perceptions Toward Requiring Skills Not Utilized on 
the Job 
Number of Questionnaires Returned 
There were 278 questionnaires mailed to businesses in this survey. 
A total of 202 questionnaires were returned. Included in those returned 
questionnaires were two businesses who reported that they had terminated 
or were in the process of terminating operations. Those two businesses 
were subsequently dropped from the sample. In addition, although sent 
to two different firm names, two questionnaires had been sent to the 
same business; consequently, only one questionnaire was returned. The 
second firm name was dropped from the sample. 
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The three deletions in the original sample of 278 businesses re-
sulted in a final sample of 275 businesses surveyed. Two hundred ques-
tionnaires were returned by the businesses; thus, a return of 72.7 
percent was achieved. 
Included within the 200 returns were 17 businesses who returned 
blank questionnaires and who refused to participate in the study and 
an additional 10 businesses who completed only Section IV of the ques-
tionnaire . Thus, there were 173 usable questionnaires. A final break-
down of businesses in the study sample and the returns for each SIC are 
shown in Table 5. 
Questionnaire Reliability 
As described in Chapter III, several pairs of competency statements 
in Section II of the questionnaire were used to determine the reliability 
of the responses. A Pearson product-moment correlation coefficient was 
computed for each of eight pairs of statements on the questionnaires 
returned in the actual survey. For showing reliability in this study, 
therefore, the Pearson product-moment correlation coefficient was used 
as a reliability coefficient. 
The correlation treatment was applied to the pairs of competency 
statements for questionnaires on which a "yes" response was made in 
Section I since Section II was completed by only those respondents who 
indicated a "yes" response in Section I. A "yes" response in Section I 
indicated that respondents believed completion of a course in shorthand 
Table 5 
Breakdown of Final Sample and Questionnaires Received 
Middle Mil 1 ion Terminated Refused 
Standard Market Dollar or Total Question- to Section 
Industrial Direc- Di rec- Duplicate in naires Partici- IV Usable 
Classification tory tory Businesses Sample Returned pate Only Returns 
Agriculture, Forestry, 
and Fishing 3 3 1 5 5 0 3 
Mining 2 9 0 , 8 1 0 7 
Construction 19 14 0 33 . 13 1 0 12 
Manufacturing 16 19 0 35 28 2 2 24 
Transportation, Com-
munication, and 
Other Public 
Utilities 6 17 0 23 19 2 0 17 
Wholesale Trade 24 18 1 41 33 3 0 30 
Reta i 1 Trade 22 17 0 39 26 2 1 23 
Finance, Insurance, 
and Real Estate 25 36 1 60 46 3 2 41 
Services ~ ___11_ Q .1§_ 22 _]_ 2 __!l 
00 
Total 133 145 3 275 200 17 10 173 (,]'1 
resulted in a better office worker. Responses from 78 quest ionnaires 
in the survey were used in the computation of the correlation coeffi-
cients. 
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Presented in Tables 6 through 13 are the Pearson product-moment 
correlation coefficients for each of the eight pairs of competency state-
ments based on the 78 responses in the survey. Also presented in Tables 
6 through 1.3 are the overall means for each competency statement as 
well as the number of responses for each position on the Likert-type scale 
for each statement. It may be recalled from Chapter III that the Likert-
type scale consisted of five possible positions: SA-strongly agree, 
A-agree, NA-neither agree nor disagree, 0-disagree, and SO-strongly 
disagree. These five positions were scored 5, 4, 3, 2, 1 respectively 
for those statements preceded by "COMPARED TO PERSONS WITHOUT SHORTHAND, 
PERSONS WITH SHORTHAND" or l, 2, 3, 4, 5 for those statements preceded 
by "COMPARED TO PERSONS WITH SHORTHAND, PERSONS WITHOUT SHORTHAND." 
As the correlation coefficients for the eight pairs of competency 
statements are somewhat low, the additional data are presented in order 
to provide a more in-depth view of the responses. A review of the addi-
tional data reveals that, although the correlation coefficients are low, 
there is not a marked difference in the means and responses for each of 
the eight pairs of statements. In addition, si nce the underlying assump-
tion of this method of testing reliability is that the pairs of state-
ments are identical, the statements are presented in Tables 6 through 13 
so that the reader can make a decision regarding the similarity of the 
statements. 
Table 6 
Correlation Coefficient, Means, and Types of Responses 
on First Pair of Competency Statements 
Number of Responses 
Statement Mean SA A NA D so 
COfiPARED TO PERSONS WITHOUT SHORTHAND, PERSONS WITH SHORTHAND (5) (4) (3) (2) (1 ) 
2 . 
15. 
Are more proficient in dictating to others or to 
di eta ti ng equipment 3. 78 10 45 20 ~ Possess more proficient dictating skil l s . 3.80 8 51 15 
Table 7 
Correlation Coefficient, Means, and Types of Responses 
on Second Pair of Competency Statements 
Number of Responses 
Statement Mean SA A NA D 
COMPARED TO PERSONS WITHOUT SHORTHAND, PERSONS WlTH SHORTHAND (5) (4) (3) (2) 
5. Are more effective in greeting callers to the 
business office 2.91 2 12 41 23 
37 . Are more tactful when dealing with others 2.99 2 9 54 12 
! 
so 
(1) 
~ 
Carre 1 at ion 
'coefficient 
r = .347 
Correlation 
Coefficient 
r = .506 
CXl 
.... 
Table 8 
Correlation .Coefficient, Means, and Types of Responses 
on Third Pair of Competency Statements 
Number of Responses 
Statement Mean SA A NA D 
CDHPARED TO PERSONS WITH SHORTHAND, PERSONS lmHOUT SHORTHAND (1) (2) (3) (4) 
B. 
19. 
Are more proficient in the preparation of letters 
and interoffice colllllunications 3.1 5 6 28 20 20 
Utilize correct business style for correspondence 
and memoranda more frequently 3.33 5 31 28 13 
Table 9 
Correlation Coefficient, Means, and Types of Responses 
on Fourth Pair of Competency Statements 
Number of Responses 
Statement Mean SA A NA 0 
COf\PARED TO PERSONS' WITHOUT SHORTHAND, PERSONS WITH SHORTHAND (5) (4) (3) (2) 
24. Cope better with the pressures of simultaneous 
tasks 3.22 5 23 35 14 
27 0 Exhibit greater poise in unexpected situations 3.15 4 17 44 13 
so 
(5) 
4 
so 
(1) 
" 
Carrel at ion 
Coefficient 
r • .601 
Correlation 
Coefficient 
r • .654 
/ 
00 
00 
Table 12 
Correlation Coefficient, Means , and Types of Re sponses 
on Seventh Pair of Competency Statements 
Numbe r of Responses Correlation 
Statement Mean SA A NA 0 SO Coefficient 
COMPARED TO PERSONS WITH SHORTHAND, PERSONS WITHOUT SHORTH AND (1) (2) (3) (4) (5) 
33. Perfonn tasks with greater effici ency 
46 . Are more accurate in performi ng assigned tasks 
Table 13 
3.37 
3.31 
26 
28 
40 
39 
Correlation Coeffi cient , Means, and Types of Responses 
on Eighth Pair of Competency Statements 
r • • 780 
Number of Responses Correla tion 
Statemen t Mean SA A NA 0 SO Coeffi cie~t 
COMPARED TO PERSONS WI TH SHORTHAND, PERSONS WITHOUT SHORTHAND ( 1 ) ( 2) ( 3) . ( 4) ( 5) 
34 . Show more initiative 
42. Are more willing to exert extra effort 
3. 23 
3.27 
25 
2"1 
43 
48 r • .585 
"" 0 
Hypothesis A: Shorthand ·AS an Employment Criterion 
The "A" hypothesis given in the "Purpose of the Study" section 
stated that: 
For secretarial and clerical positions where skill in shorthand is 
not needed in order to perform the tasks associated with those positions, 
there was no significant difference between the responses of employers 
who prefer to hire individuals who have completed a course in shorthand 
I 
and the respo~ses of employers who see no need to hire individuals who 
have completed a course in shorthand: 
(1) when these employers have been stratified according to the nine 
Standard Industrial Classifications (SIC) listed in the 1978 Million 
Dollar Directory and the 1978 Middle ·Market Directory for the state of 
Utah. 
(2) in these nine Standard Industrial Classifications when these 
employers have been stratified by the following size of the business: 
(a) small (1 to 25 employees) 
(b) medium (26 to 100 employees) 
(c)· large (101 or more employees) 
There were 173 respondents who completed Section I of the question-
naire. After reading a position statement at the beginning of the sec-
tion, the respondents were to check only one of the three responses 
which followed. Checking either the first or second response indicated 
a preference to hire or an attempt to hire a person who had completed a 
course in shorthand even though there might not be a need for shorthand 
in the office position. Checking the last response to the position 
statement indicated that respondents did not believe completion of a 
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course in shorthand developed any special competencies other than abil-
ity to take and transcribe shorthand. 
The data in Table 14 show the breakdown of the 173 responses by 
SIC and size. 
Table 14 
Total Responses to Section I by SIC and Size 
Size 
SIC Small Medium Large N/A* Total 
Agriculture, Forestry, 
and Fishing 2 0 0 0 2 
Mining 
Construction 
Manufacturing 
Transportation, Com-
munication, and 
Other Public 
Utilities 
Wholesale Trade 
Reta i 1 Trade 
Finance, Insurance, 
and Real Estate 
Services 
Total 
*Not Available 
2 
8 
0 
4 
22 
___&_ 
54 
2 
14 
7 
16 
9 
~ 
64 
4 
2 
10 
6 
10 
8 
2 
50 
0 
0 
0 
0 
0 
4 
Q_ 
5 
12 
24 
17 
30 
23 
41 
.J1. 
173 
Because the data collected in this portion of the questionnaire was 
binomial in nature, a chi square test of proportions was used to statis-
tically analyze the responses in Section I according to the two treatment 
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variables~ SIC and size. Chi square is an approximate test which can be 
used in a two-way factorial design with binomial data. In Table 15 is 
~ . provided the chi square analysis for the treatment variable SIC and in 
Table 16 is provided the chi square analysis for the treatment variable 
size. In lieu of the interaction effect of a two-way fa~torial design, 
Table ·17 provides the chi squa-re analysis- of individual. and groups of 
SIC's when stratified by size. 
Stratification by SIC 
The breakdown of responses by the SIC classification variable, the 
computed chi square value~ and the table value for rejection of the null 
hypothesis at the . 05 level of significance are shown in Table 15 on 
the following page. 
Findings. As shown in Table 15~ the computed ~2 value of 8.666 
with 8 degrees of freedom was not significant at the . 05 level of con-
fidence. Therefore~ when stratification of responses was by Standard 
Industrial Classification, the null hypothesis was not rejected . No 
significant difference was found between the observed proportions of 
those preferring or attempting to hire persons with shorthand skill when 
employers were stratified by SIC. 
Stratification by Size 
Since the size of the business was not available for five respon-
dents, these respondents were not included in this analysis; thus, only 
168 questionnaires were statistically analyzed. The breakdown of re-
sponses by the size classification variable, the computed chi square 
value, and the table value for rejection of the null hypothesis at the 
.05 level of significance are shown in Table 16 on page 95. 
)(2 
Table 15 
Chi Square Analysi s of Section 
Responses by S!C _ 
Response Standard 
Industrial Classification Yes No Total 
Agriculture, Forestry, and Fishing 2 
Mining 4 3 7 
Construction 8 4 12 
Manufacturing 10 14 24 
Transportat ion , C011111unication, and 
Other Public Utilities 5 12 17 
Wholesale Trade 13 17 30 
Retai 1 Trade 16 23 
Finance, Insurance, and Real Estate 23 18 41 
Services 7 lQ __!l 
Total 78 95 173 
8.666 with 8 degrees of freedom (df) 
Table value at .05 level of significance with 8 df 15 . 51 
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Findings . As presented in Table 16, the computed -x2 value of 
1.729 with 2 degrees of freedom was not significant at the . 05 level of 
confidence . Therefore, when stratification of responses was by size, 
the null hypothesis was not rejected. No significant difference was 
found between the observed proportions of those preferring or attempting 
to hire persons with shorthand sk ill when employers were strat ified by 
stze . 
x_2 = 
Table 
Yes 
No 
Total 
Table 16 
Chi Square Analysis of Section 
Responses by Size 
Size 
Small Medium Large 
26 24 23 
28 40 27 
54 64 50 
1. 729 with 2 degrees of freedom (df) 
value at .05 level of significance with 
Individual SIC's Stratified by Size 
Total 
73 
...1?_ 
168 
2 df = 5. 99 
Tests of chi square were performed for individual and groups of 
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Standard Industrial Classifications to dete rmine if there was statistical 
differences between the various sizes of the businesses within the SIC's. 
Since severa l SIC's contained small cell frequencies, some SIC ' s were 
grouped together. The data in Table 17 present the results of the chi 
square t ests for the SIC's. 
Findtngs. As shown in Table 17, except for one SIC {Finance, In-
surance, and Real Estate), the computed ~2 values for the SIC's were 
not significant. The computed l(2 value for Finance, Insurance, and 
Real Estate was 6.202 with 2 degrees of freedom . Thi s finding was signi-
ficant at the .05 level. Thus, when respondents were stratified accord-
ing to size, a significant difference wa s found between the observed 
proportions of those respondents in Finance, Insurance, and Real Estate 
who preferred or attempted to hire persons with shorthand skill. The 
Table 17 
Chi Square Analysis of Section I Responses 
for Individual and Groups of SIC's When 
Stratified by Size 
SIC "')(2 
Agriculture, Forestry, and Fishing; 
Mining; and ·Construction 2.122 
Agriculture, Forestry, and Fishing; 
Mining; Construction; and Manu-
facturi ng 0.360 
Transportation, Conmunication, and 
Other Public Utilities and 
Services 2.198 
Wholesale Trade 0.992 
Who 1 esa 1 e Trade and Retail Trade 0.257 
Reta i 1 Trade 2.048 
Finance, Insurance, and Real Estate 6.202* 
Table value at .05 level of significance with 2 df 
*Significant at the .05 level 
df 
2 
2 
2 
2 
2 
2 
2 
5.99 
data in Table 18 present the responses to Section I for employers in 
Finance, Insurance, and Real Estate. 
A review of the data in Table 18 shows that the proportion of 
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medium-size businesses in Finance, Insurance, and Real Estate preferring 
or attempting to hire persons with shorthand skill is quite small while 
the proportion of large-size firms in this SIC preferring or attempting 
to hire persons with shorthand skill is somewhat larger than the overall 
proportion of employers in Finance, Insurance, and Real Estate who prefer 
individuals with shorthand skill. 
Table 18. 
Responses to Section I for Employers in 
Finance, Insurance, and Real Estate 
Size 
Response Small Medium Large 
Yes 12 6 
No lQ ~ ~ 
Total 22 7 8 
Proportion .55 .14 .74 
Hypothesis B: Competencies Developed by 
Persons Completing a Shorthand Course 
97 
Total 
19 
]__§_ 
37 
.51 
One of the purposes of this study was to identify the competencies 
which employers believed individuals possessed if a course in shorthand 
had been completed. The "B" null hypothesis, therefore, stated: 
For competencies (knowledges, skills, and attitudes}, which were 
summarized on a question·naire, there was no significant difference in 
the types of competencies identified by employers who use shorthand as 
an employment criterion as being held by persons who have completed a 
course in shorthand and persons who have not completed a course in 
shorthand when these employers have been stratified according to: 
(1) the nine Standard Industrial Classifications. 
(2) the size of the business. 
The competency statements which summarized the knowledges, skills, 
and attitudes were located in Section II of the questionnaire. Section 
II was completed by those t·espondents who had checked either the first 
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or second statement in Section I. By checking either of these two 
statements, respondents agreed that they were getting a better office 
worker if that worker had completed one or more courses in shorthand; 
consequently, the respondents preferred to hire or attempted to hire a 
person who had coinpl eted a course in shorthand even though there rili ght 
not be a need for shorthand in the office position. There were 78 re-
spondents who checked either the first or second statement in Section I 
and who completed Section II. A breakdown of these respondents by SI& 
can be found as the "Yes" respondents in Table 15 on page 94; a break-
down by size can be found as the "Yes" respondents in Table 16 on page 95. 
In order to test the "B" null hypothesis, a two-way analysis of 
variance was performed, where SIC and size were the treatment variables. 
The analysis was performed on the means for the 46 competency statements 
for each of the respondents. 
Since there was only one respondent in the SIC for Agriculture, 
Forestry, and Fishing, this respondent and accompanying SIC were dropped 
from the two- way analysis of variance. In addition, there were five 
respondents for whom size of business was not available; consequently, 
these five respondents were eliminated prior to the statistical analysis. 
Thus, there were 72 responses included in the two-way analysis of vari-
ance. 
The results of the two-way analysis of variance for all 46 compe-
tency statements are shown in Table 19. The interaction and error de-
grees of freedom have been adjusted because of one missing cell. 
Treatment 
SIC 
Size 
Table 19 
Two-way Analysis of Variance for Means 
for 46 Competency Statements 
Degrees of Sums of Mean 
Freedom Squares Squares 
7 3.2459 .4637 
2 1. 9306 .9653 
SIC by Size 13 2. 9201 .2246 
Error 49 5.8508 .1194 
f. Ratio 
3.884** 
8.085 
1.881 
Table value at .01 level of significance with 7/49 df = 3.02 
**Significant at the .01 level 
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Findings. As indicated in Table 19, a significant f. ratio at the 
.01 level of confidence was found when responses were stratified by SIC 
and size. Therefore, the "B" null hypothesis was rejected. A signifi-
cant difference was found between the means of the eight SIC's and be-
tween the means of the three sizes. Because of a missing cell and un-
equal subclass numbers, the f. ratios derived were not entirely reliable. 
Consequently, Fisher LSD tests were performed in order to determine 
whether there were significant differences between the means when strati-
fication was by SIC and by size. No significant difference was found 
when stratification was by size. Therefore, the null hypothesis was re-
jected only when there was stratification of respondents by SIC. 
When the Fisher LSD test was performed for respondents stratified 
by SIC, there were 28 possible comparisons for the eight levels of SIC . 
The results of the significant LSD tests for differences between the 
means for the various SIC's are giv·en in Table 20. The results of the 
LSD tests -which were not significant are given in Table 45 in Appendix G. 
Table 20 
Results of Fisher LSD Tests to Determine Which SIC's 
within the SIC Treatment Variable Differed Signi-
ficantly for Combined Competency Statements 
Fisher 
SIC's Ccrnpared Means Difference Value 
Mining 3 . 2500 
Transportation, Conrnun i cation, 
and Other Public Utilities 2.6000 .6500 .4659 
Mining 3.1500 
Retail Trade 2.7143 . .5357 .4353 
Construction 3.0000 
Hanufactur i ng 3.4000 .4000 . 3294 
Construction 3.0000 
Transportation , Conrnunication, 2.6000 . 4000 . 3959 
and Other Pub l ic Utilities 
Constructi on 3.0000 
Finance , Insurance , and Real 3.3478 .3478 .2927 
Estate 
Construction 3 .0000 
Services 3.57 14 .5714 .3595 
Manufacturing 3. 4000 
Transportation. Conrnunic ati on , 2.6000 .8000 .3804 
and Other Public Utiliti es 
Manufacturing 3.4000 
Wholesale Trade 3.0000 .4000 .2974 
Manufacturing 3.4000 
Retai 1 Trade 2. 7143 .6857 .3423 
Transportation, Conrnunication, 
and Other Public Ut il ities 2.6000 
Wholesa le Trade 3.0000 .4000 . 3697 
Transportation, Corm'llmication, 
·and Other Public Utilities 2.6000 
Finance, Insurance, and Rea l 
Es ta te 3.3478 .7478 .349. 
Tra nsportation, Coomunication, 
and Other Public Utilities 2.6000 
Services 3.5714 .9714 .4067 
Wholesale Trade 3.0000 
Finance, Insurance, and Rea l 3.3478 .3478 .1561 
Estate 
Wholesale Trade 3. 0000 
Services 3.5714 .5714 .3303 
Retai 1 T1·ade 2.71 43 
Finance . lnsur.:mce, and Real 
Estate 3 .3478 .6335 .3071 
Retail Trc1de 2.7143 
Services 3. 5714 .8571 . 3712 
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The significant LSD tests show that the two lowest means (Retail 
Trade, 2.7143; and Transportation, Communication, and Other Public 
.. 
Utilities, 2.6000) differed significantly from the four highest means 
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(Mining, 3.2500; Manufacturing, 3.4000; Finance, Insurance, and Real 
Estate, 3.3478; and Services, 3.5714). In fact, the mean for Transpor-
tation, Communication, and Other Public Utilities differed significantly 
from the means of all other SIC's except Retail Trade. The SIC's with 
the three highest means also differed signfficantly from the means for 
Construction (3.0000) and Wholesale Trade (3.0000). 
The Likert-type scale at the end of the competency statements was 
assigned the values of 5, 4, 3, 2, 1, with 3.0 as the center point. Means 
higher than 3.0 would indicate competencies which respondents believed 
were possessed by persons completing a course in shorthand; means lower 
than 3.0 would indicate competencies whi ch respondents believed were 
not developed through the completion of a course in shorthand. 
When compared to the means for other SIC's, the relatively low 
means for Transportation, Communication, and Other Public Utilities and 
for Retail Tr ade would indicate that the respondents in these two SIC's 
believed that the overall competencies possessed by office workers 
would not be helped by completion of a course in shorthand. However, 
the relatively high means for the top three SIC's (Manufacturing; Finance, 
Insurance, and Real Estate; and Services) indicate just the opposite 
opinion. 
Since the overall null hypothesis was rejected, further analysis of 
the competency statements was conducted. Two-way analyses of variance 
were also computed on the means for . Knowledges and Skills (statements 
through 22) and Attitudes (statements 23 through 46). The results of 
these two analyses of variance are presented in Tables 21 and 22. 
Table 21 
Two-way Analysis of Variance for Means for 
Questions Pertaining to Knowl edges 
and Ski 11 s 
Degrees of Sums of Mean 
Treatment Freedom Squares Squares 
SIC 7 3.4593 .4942 
Size 2 1.9083 .9541 
SIC by Size 13 2.9787 . 2291 
Error 49 1.8026 .1388 
~Ratio 
3.561** 
6.874 
1. 651 
Table value at .01 level of significance with 7/49 df = 3.02 
**Significant at the .01 level 
Table 22 
Two-way Analysis of Variance for Means for 
Questions Pertaining to Attitudes 
Degrees of Sums of Mean 
Treatment Freedom Squares Squares 
SIC 7 2.9910 .4273 
Size 2 2.6078 1.3039 
SIC by Size 13 3.5654 .2743 
Error 49 7.6582 .1563 
f Ratio 
2. 734* 
8. 342 
1. 755 
Table value at .05 level of significance with 7/49 df = 2.20 
*Significant at .05 level 
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Findings. Similar results were obtained as those found in the two-
way analysis of variance for the combined 46 competency statements . When 
respondents were stratified by SIC and by size, the questions grouped by 
Knowledges and Skills and by Attitudes both were found significant in-
dicating significant differences between the means for the eight SIC's 
and for the three sizes. However, because of a missing cell and unequal 
subclass numbers, the f ratios derived were not entirely reliable. When 
Fisher LSD tests were performed in order to determine which of the means 
for the three levels of size differed significantly, no significant dif-
ferences were found. Therefore, for competency statements grouped by 
Knowledges and Skills and by Attitudes, significant differences between 
the means were found only when stratification of responses was by SIC. 
Shown in Table 23 are the results of the significant Fisher LSD 
tests for those competency statements grouped under Knowledges and 
Skil l s. The mean for Construction (2.7500) was si gnificantly lower 
than the means of all other SIC's. Thus, respondents in the SIC for 
Construction rated the competency statements pertaining to Knowledges 
and Skil l s relatively lower than the respondents in all other SIC's. 
The results of the LSD tests for those competency statements grouped 
under Knowledges and Skills which were not significant are given in 
Table 46 in Appendix G. 
The data in Table 24 are almost as definitive as the data in Table 
23. The mean for the SIC for Services differs significantly from the 
means of five of the seven other SIC's. The mean for Services is the 
highest mean of all SIC's, and the SIC's with which it does not differ 
are the SIC's with the second and third highest means on the competency 
s tatemen ts pertaining to Attitudes . (Transportation, Communication, and 
Table 23 
Results of Fisher LSD Tests to Determine Which SIC's 
within the SIC Treatment Variable Differed Signi-
ficantly for Competency Statements Categorized 
under Knowledges and Skills 
Fi sher 
SIC's Compared Means Differences Value 
Mi ning 3.5000 
Construct ion 2.7500 .7500 .4586 
Cons truction 2.7500 
Manufacturlng 3.4000 .6500 . .3552 
Construction 2. 7500 
Trans portation. ConTllunication. 
.6500 .4269 and Other Public Uti lit ies 3.4000 
Construction 2.7500 
Wholesa le Trade 3.2308 .4808 .341 8 
Construction 2.7500 
Reta ~l Trade 3.2857 5357 .3876 
Construction 2. 7500 
Fi nance , Insurance, and Real 3.3913 .6413 .3156 
Estate 
Construction 2. 7500 
Services 3.4286 .6786 .3876 
- ---- -----
Table 24 
Results of Fisher LSD Tes ts to Determine Which SIC's 
within the SIC Treatment Variable Differed Signi-
ficantly for Competency .Statements Categorized 
under Attitudes 
Fisher 
SIC's Compared Means Oi fferences Value 
Mining 3. 2500 
Services 3.8571 .6071 ,4981 
Construction 3.0000 
Ma nufac turin g 3.5000 .5000 .3769 
Construction 3.0000 
Transportation, Corrmunication, 
and Other Public Utilities 3.6000 .6000 .4530 
Construct ion 3.0000 
Services 3.8571 .8571 .4113 
Wholesale Trade 3.2308 
Serv ices 3.8571 .6263 .3779 
Retail Tra de 3.2857 
Services 3.8571 .57 14 .4248 
Finance, In surance, and Real 
Estate 3. 3044 
Services 3.8571 .5527 .3513 
1 D4 
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Other Public Utilities and Manufacturing had the second and third highest 
means respectively.) The lowest mean of 3.0000 was found in the SIC for 
Construction, and this mean di·ffered significantly from the three highest 
means. Thus, the respondents in Services, Transportation, Communication, 
and Other Public Utilities, and Manufacturing seemed to place a somewhat 
higher value on the completion of a course in shorthand for developing 
attitudes than respondents in Construction. 
The results of the LSD tests for those competency .statements grouped 
under Attitudes which were not significant are given in Table 47 in 
Appendix G. 
Since the two-way analysis of variance for the means of all 46 
competency statements was significant when respondents were stratified 
by SIC, an item-by-item analysis of variance of each competency state-
ment for the SIC treatment variable was conducted. The analyses of 
variance for each of the 46 competency statements resulted in six signi-
fi cant F ratios, indicating that significant differences between the means 
of the eight levels of SIC existed for six competency statements. The 
six competency statements were numbers 15, 29, 33, 35, 42, and 44. The 
results of the individual analyses of variance are provided in Table 25. 
A Fisher LSD test was performed for each of the competency state-
ments for which a significant I ratio was computed. The LSD test was 
used to determine which of the eight levels of SIC were significantly 
different. Presented in Table 26 are the results of the Fisher LSD tests 
for each of the six competency statements for which significant I ratios 
were computed. 
Competency 
Statement 
Number 
15 
29 
33 
35 
42 
44 
Table 25 
Item-by-item Analysis of Variance by 
SIC for 46 Competency Statements 
Source 
of 
Variance 
SIC 
Error 
SIC 
Error 
SIC 
Error 
SIC 
Error 
SIC 
Error 
SIC 
Error 
Degrees 
of 
Freedom 
7 
69 
7 
69 
7 
69 
7 
69 
7 
69 
7 
69 
Sums 
of 
Squares 
6.7854 
28.6692 . 
10.1179 
39.6743 
2.4762 
10.7145 
2.4539 
10.2629 
5.9416 
27.3311 
9.0514 
30.6629 
Mean 
Squares 
.9693 
.4155 
1.4454 
.5750 
.3538 
.1553 
.3506 
.1487 
.8488 
.3961 
1.2931 
.4444 
£. Ratio 
2.333* 
2.514* 
2.278* 
2.358* 
2.143* 
2. 910** 
Table value at . 01 level of significance with 7/69 df = 2.91 
Table value at .05 level of significance with 7/69 df = 2.14 
*Significant at the .05 level 
**Significant at the .01 level 
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The data in Table 26 show low means for the SIC for Construction on 
all si x competency statements. The mean for Construction differed in all 
s i x competency statements from the means for Finance, Insurance, and Real 
Es tate and for Services . In addition, the mean for Retail Trade differed 
significantly from Construction for five of the six competency statements. 
The high means for the competency statements indicated for Finance, 
Insurance, and Real Estate, Services, and Retail Trade also differed signi-
f i cantly from the means for other SIC's as well. The findings indicate 
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Table 26 
Results of Fisher LSD Tests to Determine Which SIC's 
• within the SIC Treatment Variable Differed Signi-
ficantly for Six Competency Statements 
Statement Of fference Fishe r 
Nurrber Comparison of SIC's with Accompanying Means Between Means Value 
15 Construction (3.2500) 
Manufacturing (3.9000) .6500 .6146 
Retail Trade (4.1429 } .8929 .6706 
Finance. Insurance, and Rea l Estate (3.9565) .7065 .5318 
Services (4 .2857) 1.0357 .6706 
Transportation , CorTil\unicatlon, and Other Public 
Utilities (3.4000) 
Services (4.2857) .8857 .7586 
Wholesale Trade (3.6154) 
Services ( 4 . 2857) .6703 .6074 
29 Mining (3.5000) 
Construction (2.5000) 1.0000 .9334 
Construction (2.5000) 
Transportation, Corm11ni catfon , and Other Public 
Uti lities {3.4000) .9000 .8689 
Retail Tr ade (3.4286) .9286 . 7888 
Finance, Insurance, and Real Estate (3 .4783) .9783 . 6256 
Services (3.7 143) 1.2143 . 7888 
Who 1 esa 1 e Trade ( 2. 8462) 
Finance, Insurance , and Real Estate (3.4783) .6321 .5289 
Services (3. 7143) .8681 .7145 
33 Construction (3.1023) 
Finance, Insurance, and Real Estate '{3.5593) .4570 .3251 
Services (3.6039) .5016 .4100 
35 Const r uction (2.9810) 
Retail Trade (3.4255) .4445 .3992 
Finance, Insurance, and Real Estate (3.4367) .4 557 .3166 
Services (3 .5590) .5780 .3992 
\.:holesale Trade (3.1137) 
Fina nce , Insurance, and Real Estate (3.4367) .3230 .2676 
Services (3.5590) .4453 .3616 
42 Construction (2.7500) 
Retail Trade {3.8571) 1.1071 .6515 
Finance, Insurance , and Real Estate {3.3473) .5978 .5167 
Services (3.5714) .8214 .6550 
Manufacturing (3.2000) 
Retail Trade (3.8571) .6571 .6203 
Transportation, Comnunication, and Other Public 
Utilities {3.0000) 
Retail Trade (3.8571) .8571 .7370 
Wholesale Trade (3.1539) 
Retail Trade (3.8571) .7032 .5901 
.. Construction (2.6250) 
Retail Trade (3.8571) 1.2310 .6900 
Fina nce, Insurance, and Real Estate (3.4348) .8098 .5473 
Services (3.7143) 1.0893 .6900 
Transportation. (()(ll'l'lu nica tion, and Other Public 
Utilities (3.0000) 
Retail Trade (3.8571) .8571 .7807 
Who l esa le Trade (3.0110f.l) 
Retaii Trade (3.8571) .8571 .6250 
Service; 13.7143) .7143 .6250 
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tHat the respondents in the SIC for Construction tended to rate the six 
competencies somewhat lower while, on the whole, the respondents in the 
SIC's for Finance, Insurance, and Real Estate, Services, and Retail Trade 
tended to rate the same six competencies significantly higher than re-
spondents in several of the other SIC's. 
A listing of the 46 competency statements according to the categor-
::L 
ies of Knowledges and Skills and Attitudes is provided in Appendix.)!' and 
f 
Appendix )'. The mean and standard deviation, based on 78 responses, 
are provided for each competency statement. The statements are presented 
in ranked order from highest to lowest mean. 
The valuing of the Likert-type scale for the competency statements 
was arranged so that a mean above 3.0 would indicate a competency pos -
sessed by persons who had completed a course in shorthand as perceived 
by the respondents. A mean below 3.0 would indicate a competency which 
respondents believed was not developed through the completion of a course 
in shorthand. The means for each of the competency statements could 
provide insight into those knowledges, skills, and att~tudes which were 
perceived by respondents as competencies possessed by persons who had 
and had not completed a course in shorthand . 
Hypothesis C: Acceptability and Weaknesses of 
Shorthand Systems 
As noted in the "Purpose of the Study" section, the "C" hypothesis 
stated: 
For a list of possible weaknesses of alphabetic, symbolic, and 
machine shorthand systems which were· summarized on a questionnaire, there 
was no significant difference in the weaknesses identified by employers 
1~ 
who use shorthand as an employment criterion as being held by applicants 
who have completed a course in alphabetic, symbolic, or machine short-
hand systems when these employers have been stratified according to: 
(1) the nine Standard Industrial Classifications. 
(2) the size of the business . 
In addition, descriptive statistics were used to report the follow-
ing: (a) the number of employers who say they will accept applicants 
who have completed a course in an alphabetic, symbolic, and/or machine 
shorthand sys tems; (b) the number of employers who say they have no pre-
ference for shorthand systems; and (c) the number of employers who say 
they have no positions in their firms which ·require a knowledge of short-
hand in order to perform the tasks assigned. 
The descripti ve statistics will be presented fir st, followed by the 
anal ysi s of data pertaining to the weaknesses of the shorthand systems. 
Acceptability of Various Shorthand Systems 
Section III of the questionnaire, which was completed by all re-
spondents, contained two portions: a series of statements of weaknes ses 
followed by a Likert-type scale and a question which asked . respondents 
to indicate in which type of shorthand system they preferred their office 
workers to have skill. Respondents were to check one of the eight possi-
ble responses to this question . 
There were two categories of respondents: those respondents who be-
lieved that they were getting a better office worker if that person had 
completed a course in shorthand (78 respondents) and those respondents 
who believed that completion of a course in shorthand did not develop 
any special competencies other than the ability to take and transcribe 
shorthand (95 respondents). Since these two categories of respondents 
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might have different reasons for employing persons who had shorthand 
skill, the preferences for shorthand systems are reported in two parts . 
Respondents who prefer shorthand skill in office workers . Shown in 
Table 27 are the shorthand systems preferred by respondents who preferred 
. or attempted to hire persons who had completed a course in shorthand. 
Table 27 
Preferences for Shorthand Systems As Indicated 
by Respondents Who Prefer Persons with 
Shorthand Ski 11 
Alphabetic Shorthand Only 
Symbolic Shorthand Only 
Machine Shorthand Only 
Either Alphabetic or Symbolic but Not Machine 
Shorthand 
Either Alphabetic or Machine but Not Symbolic 
Shorthand 
Either Symbolic or Machine but Not Alphabetic 
Shorthand 
No Preference for Type of Shorthand System 
No Positions Which Require Knowledge of Shorthand 
in Order to Perform Tasks Assigned 
Total 
0 
13 
0 
19 
0 
2 
27 
.!Z. 
78 
*Ooes not equal 100% due to rounding off of percentages. 
0.0% 
16.7% 
0.0% 
24.4% 
0.0% 
2.6% 
34.6% 
21.8% 
100.1 %* 
It can be observed that less than half of the respondents (43.7 
percent) who preferred or attempted to hire persons who had completed a 
course in shorthand indicated a preference for shorthand systems. 
Slightly more than a third of the respondents (34.6 percent) indicated 
no preference for the type of shorthand system which persons possessed. 
Over a fifth of the respondents (21.8 percent) who preferred or attempted 
to hire persons who had completed a course in shorthand indicated that 
they had no positions in their firms which required a knowledge of 
shorthand in order to perform the tasks assigned. 
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When a preference for a particular system of shorthand was indicated, 
symbolic shorthand and/or alphabetic shorthand were the systems most 
often preferred (16.7 percent for symbolic only and 24.4 percent for 
symbolic or alphabetic). Only 2.6 percent of the respondents indicated 
they would accept skill in machine shorthand. 
The data in Table 28 show the preferences for shorthand systems 
when the respondents have been stratified by SIC. 
No conclusive pattern can be found in Table 28; however, it can be 
noted that all respondents in the SIC for Mining indicated a preference 
for either symbolic or alphabetic shorthand. Furthermore, in the SIC's 
for Transportation, Communication, and Other Public Utilities, Retail 
Trade, and Finance, Insurance, and Real Estate, for those positions re-
quiring a knowledge of shorthand in order to complete the tasks assigned; 
respondents were evenly divided between having a preference and not having 
a preference. 
Finally, the data in Table 29 on page 113 show the preferences for 
shorthand systems when the respondents have been stratified by size. It 
should be noted that the number of employees for five respondents was not 
available; consequently, these five respondents do not appear in Table 
29 . 
It can be noted from the data in Table 29 that, for those positions 
whic,h require a knowledge of shorthand in order to perform the tasks 
assigned, the respondents are fairly evenly divided between having a 
preference and not having a preference for shorthand systems. In addi-
tion, the number of respondents having no positions which require a know-
ledge of shorthand was largest for those businesses which were classified 
as "small." Slightly more than a third of the small businesses (34.6 
Table 28 
Preferences for Shorthand Systems As Indicated by Respondents 
Who Prefer Persons with Shorthand Skill When 
Respondents Are Stratified by SIC 
Standard Alphabetic Symbolic No 
Industrial Classification Symbolic or Symbolic or Machine Preference 
Agriculture, Forestry, and Fishing 0 0 0 0 
Mining l 3 0 0 
Construction 0 l 0 6 
Manufacturing 0 4 l 2 
Transportation, Communication, and 
Other Public Utilities 2 0 0 2 
Wholesale Trade 4 3 0 3 
Retail Trade l l 0 2 
Finance, Insurance, and Real Estate 5 5 0 10 
Services 0 2 l 2 
No 
Positions 
0 
3 
3 
3 
2 
N 
Table 29 
Preferences for Shorthand Systems As Indicated 
by Respondents Who Prefer Persons with 
Shorthand Skill When Respondents Are 
Stratified by Size 
Size 
Preference Small Medium Large 
Symbolic 3 ·4 4 
Alphabetic or Symbolic 6 6 6 
Symbolic or Machine 0 l l 
No Preference 8 9 8 
No Positions 9 4 4 
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percent) did not have positions which required a knowledge of shorthand 
in order to perform the tasks assigned; yet, these respondents preferred 
or attempted to hire persons who had completed a course in shorthand. 
Respondents who did not believe shorthand developed special compe-
tencies. There were 95 respondents who indicated in Section I of the 
questionnaire that they did not believe a course in shorthand developed 
any special competencies other than the ability to take and transcribe 
shorthand. The preferences for shorthand systems are shown in Table 30. 
Over one-half of the respondents (56.8 percent) who indicated in 
Section I of the questionnaire that they did not believe completion of 
a course in shorthand developed any special competencies reported they 
had no positions in their firms which required a knowledge of shorthand 
in order to perform the assigned tasks. 
Of those respondents who did have positions in their firms which 
required a knowledge of shorthand in order to complete the tasks assigned, 
over one-fourth, or 26.3 percent, had no preference for the type of 
Table 30 
Preferences for Shorthand Systems As Indicated 
by Respondents Who Oid Not Believe 
Shorthand Developed Special 
Competencies 
Alphabetic Shorthand Only 0
7 Symbolic Shorthand Only 
Machine Shorthand Only 0 
Either Alphabetic or Symbolic but Not Machine 
Shorthand 9 
Either Alphabetic or Machine but Not Symbolic 
Shorthand 0 
Either Symbolic or Machine but Not Alphabetic 
Shorthand 0 
No Preference for Type of Shorthand System 25 
No Positions Which Require Knowledge of Shorthand 
in Order to Perform Tasks Assigned 54 
0.0% 
7. 4% 
0.0% 
9.5% 
0 .0% 
0,0% 
26,3% 
56 .8% 
Total 95 100 .0% 
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shorthand system the office worker possessed. When a preference for a 
particular system of shorthand was indicated, symbolic shorthand and/or 
alp habetic shorthand were the preferred systems (7.4 percent preferred 
symbol ic shorthand only while 9.5 percent preferred either s~nbolic or 
a 1 phabeti c shortha.nd systems). No respondents who had positions in their 
firms which required a knowledge of shorthand indicated a preference for 
machine shorthand. 
The data provided in Table 31 show the preferences for shorthand 
sys tems when the respondents have been stratified by SIC . 
Several observations can be made from the data in Table 31. For 
example, in only three SIC's (Mining; Manufacturing; and Finance, Insur-
ance, and Real Estate) did the "preferences" and "no preferences" for 
shorthand systems together outnumber the "no positions" category. 
Standard 
Table 31 
Preferences for Shorthand Systems As Indicated by Respondents 
Who Did Not Believe Shorthand Developed 
Specia l Competencies When Respondents 
Are Strat ified by SIC 
Alphabetic Symbolic No 
Industrial Classification Symbolic or Symbolic or Machine Preference 
Agriculture, Forestry, and Fishing 0 0 0 0 
Mining l 0 0 
Construction 0 0 0 2 
Manufacturing 2 l 0 6 
Transportation, Communication, and 
Other Public Utilities 0 l 0 3 
Wholesale Trade 2 2 0 0 
Retail Trade 0 l 0 3 
Finance, Insurance, and Real Estate 2 2 0 8 
Services 0 2 0 2 
No 
Positions 
2 
8 
13 
12 
6 
6 
"' 
ll6 
In the SIC for Wholesale Trade, there were no respondents who indicated 
a "no preference" position; .respondents in this category either had no 
positions which required a knowledge of shorthand or had a preference 
for the type of shorthand system their office workers possessed. 
Only in two SIC's (Agriculture, Forestry, and Fishing and Construc-
tion) were there only positions which did not require a knowledge of 
shorthand in order to perform the tasks assigned. However, the small 
number of responses in these two SIC's require caution on the part of 
the reader when interpreting these findings. 
The data in Table 32 show the preferences for shorthand systems 
when the respondents have been stratified by size. 
Table 32 
Preferences for Shorthand Systems As Indicated 
by Respondents Who Did Not Believe Shorthand 
Developed Special Competencies When 
Respondents Are Stratified by Size 
Size 
Preference Small Medium Large 
Symbolic l l 5 
Alphabetic or Symbolic l 4 4 
No Preference B 8 9 
No Positions 18 27 9 
It can be noted in Table 32 that in two of the three sizes, small-
and medium-size businesses, the responses in the "no positions" category 
outnumber the "preferences" and "no preferences" responses combined. 
Only in the large-size businesses are the responses in the three categor-
ies evenly divided. It can also be observed that in the small- and 
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medium-size businesses, the number of responses in the "no preference" 
category is larger than the number of responses in the two types of 
systems preferred. 
Weaknesses of Various Shorthand Systems 
In addition to ascertaining which systems of shorthand were accept-
able to respondents, one of the purposes of this study was to determine 
the weaknesses of shorthand systems as perceived by respondents in this 
study. The respondents. were asked to indicate the weaknesses of the 
shorthand systems by identifying the weaknesses of persons who had com-
pleted a course in a particular system of shorthand. Possible weaknesses 
of persons completing a course in shorthand were given in three groups 
(weaknesses of those having completed a course in alphabetic, symbolic, 
or machine shorthand) with a fourth group offering weaknesses or hin-
drances of the shorthand machine. Respondents indicated their opinion 
concerning each stated weakness by circling the appropriate letter on a 
Likert-type scale which followed each statement of weakness. 
All respondents were asked to complete this portion of Section III. 
It was an assumption of this study that respondents who did not believe 
completion of a course in shorthand developed any special competencies 
and who had no positions in their firms which required a knowledge of 
shorthand might not be knowledgeable of shorthand systems to adequately 
evaluate the systems. Therefore, the responses to the statements of 
weaknesses were not included in the analysis of possible weaknesses of 
shorthand systems for those 54 persons who had indicated they did not be-
lieve completion of a course in shorthand developed any special competen-
cies and who had checked the "no positions" statement in Section III. 
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The responses of 119 persons were available for the analysis of 
possible weaknesses of the shorthand systems. When stratified by size, 
there were five respondents for whom the number of employees was not 
avai lable. Consequently, these five respondents were eliminated prior 
to the statistical analysis. In addition, there was only one respondent 
in the SIC for Agriculture, Forestry, and Fishing. The questionnaire for 
thi s respondent was also eliminated prior to the statistical analysis. 
Therefore, 113 responses on the statements of weaknesses were usable. 
A three-way analysis of variance of the means for the statements of 
weaknesses was performed . The three treatment variables in the analysis 
were SIC, size of business, and system of shorthand. Because there were 
mis s ing cells in the three-way analysis, an adjustment was made on the 
degrees of freedom for SIC by size interaction, the SIC by size by 
system interaction, and the error term. Shown in Table 33 are the re-
sults of the three~way analysis of variance. 
Treatment 
SIC 
Size 
System 
SIC by Size 
SIC by System 
Size by System 
SIC by Size by 
System 
Error 
*Significant 
Table 33 
Three-way ·Analysis of Variance of 
Weaknesses of Shorthand Systems . 
Degrees Sums . 
of of Mean F 
Freedom Squares Squares Ratio 
7 2.8547 .4078 1.6119 
2 .3395 .1698 . 6711 
2 ,5183 .2592 1.0249 
13 8.0514 .6913 2,4478* 
14 1.5276 .1091 .4312 
4 .1919 .0479 .1893 
26 6,3324 .2436 ,9628 
270 68.3086 . 2530 
at .01 level 
Table Value 
at .05 with 
--1270 df 
2.04 
3.03 
3.03 
1. 73 
1. 73 
2.40 
2.40 
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Findings. When stratified by SIC or by Size, no significant f. 
ratio for the weaknesses of the shorthand systems was attained . There-
fore, the "C" null hypothesis was not rejected. No significant difference 
was found for SIC or size. 
One interaction in the three-way analysis of variance was found to 
be significant, the interaction of SIC by size . However, since none of 
the three treatment ·variables was significant, no further discussion of 
this significant interaction is warranted. 
The valuing of the Likert-type scale for the statements of the 
weaknesses of the shorthand systems was arranged so that a mean above 
3.0 indicated a weakness of a particular system whereas a mean below 3.0 
indicated that the condition mentioned in the statement was not a weak-
ness of the system as perceived by respondents. The 21 statements of 
weaknesses are listed in Appendix J. Means are used to rank the state-
ments from high to low. Standard deviations are also provided. 
EmploYer Perceptions Toward Requiring Skil ls 
Not Utilized on the Job 
Section IV of the questionnaire was completed by persons who had 
checked the third statement in Section I indicating they did not believe 
comp letion of a course in shorthand developed any special competencies 
other than the ability to take and transcribe shorthand . There were 95 
respondents who chose this position. After completing Section I, these 
respondents were asked to proceed to Section III and then to Section IV. 
There were 54 respondents who had previously indicated in Section 
III that they had no positions in their firms which required a knowledge 
of shorthand in order to perform the tasks assigned. Of these 54 
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respondents, 23 disclosed a belief that it was superfluous to require a 
skill for which there would be little use. 
There were 41 respondents who checked the third statement in Section 
and who indicated in Section III either a preference for a particular 
system ,or. no preference for a particular system of shorthand. Of these 
41 respondents, 28 respondents specified that they had positions in their 
firms for which a knowledge of shorthand was desirable but did not 
require shorthand of individuals when a knowledge of shorthand was not 
necessary to complete assigned tasks. A belief that requiring a skill 
for which there would be little use was superfluous was indicated by 
10 of the 41 respondents. 
Although unsolicited, several respondents in the study provided 
comments with their questionnaires. Those comments germane to this 
study are presented in Appendix K. 
The purpose of this study was to gather data which could be used 
to ascertain whether shorthand was used as an employment screening de-
vice when there is littl e expectation of the use of that shorthand skill 
and to determine the varying acceptability to employers of those office 
workers who have completed a course in alphabetic, symbolic, or machine 
shorthand . 
The findings of this study have been presented in Chapter IV. These 
findings , based on 173 usable returns , are briefly summarized as follows: 
A test of chi square of proportions resulted in no significant dif-
ference between the respondents who preferred or attempted to hire in-
dividuals who had completed a course in shorthand and the respondents who 
121 
saw no need to hire persons who had completed a course tn shorthand when 
these respondents were stratified by SIC and size. With the SIC for 
Finance, Insurance, and Real Estat~, however, a significant difference 
was found between the observed and expected proportions when the respon-
dents were stratified by size . The proportion of respondents in medium-
size businesses in this SIC who preferred to hire persons with .shorthand 
skill was quite low. On the other hand, the proportion of respondents in 
large-size businesses in thi s SIC was somewliat higher than the overall 
proportion of all respondents in Finance, In surance, and Real Estate 
who preferred to hire individuals with shorthand skill when there was 
little expectation of the use of that skill when performing assigned tasks . 
For respondents who used shorthand as an employment criterion, 
a significant difference in the types of competencies identified as being 
possessed by persons who have and have not completed a course in short-
hand was found when the respondents were stratified by SIC . Fisher LSD 
tests were performed to identify 1~hich level s of the SIC treatment vari-
able differed significantly. 
Individual analysis of variance for each of the 46 competency 
s tatements resulted in a significant~ ratio for six statements for the 
SIC treatment variable. Significant differences between the means of 
several SIC 's were found using the Fisher LSD test. 
Over two-fifths of the respondents who used shorthand as an employ-
ment criterion had no preference for the type of shorthand system in 
which their office workers had skill . When a preference was given, all 
respondents indicated a preference for symbolic shorthand or a combina-
tion of symbolic and one of the other two sys tems. 
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When respondents were stratified by SIC and size, no significant 
difference was found in the weaknesses identified for the three shorthand 
systems. 
Over a third of the respondents who stated that completion of a 
course in shorthand did not develop any special competencies indicated 
a belief that it was superfluous to require a skill for which .there will 
be little use. 
A summary of this study will be presented in Chapter V along with 
conclusions based on the findings. Recommendations will be offered at 
the end of Chapter V. 
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CHAPTER V 
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 
This chapter provides a summary of the study, presents conclusions 
based upon the findings of the study, and proposes recommendations for 
utilizing the findings of this study. 
Shorthand has been considered as one of the three main courses of 
study in the high school business curricu lum. With the advent of word 
processing, the inclusion of shorthand in the business curriculum has 
been questioned by many persons while being defended by others. In addi-
tion, alternative sys tems of shorthand are beginning to have an impact 
on the secondary school shorthand curriculum. 
Sta t ement of the Problem 
The problem of this study was twofold: (1) ~1hether shorthand is 
used as an employment screening device when there is little expectation 
of the use of that shorthand skill, and (2) whether employers prefer 
office workers who have completed a course in a specific type of short-
hand (i.e . , alphabetic, symbolic, or machine). 
Purpose of the Study 
The purpose of this study was to ga ther data to answer the follm~-
ing questions: 
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(1) Are the job requirements for secretarial and clerical positions 
such that employers believe individuals should have taken . a course in 
shorthand even though knowledge of shorthand may not be needed in order 
to perfofm the tasks associated with the particular positions; that is, 
is the completion of a course in shorthand used as a personnel selection 
device? 
(2) If employers are ustng shorthand as an employment screening de~ 
vice, what are the competencies (knowledges, skills, and attitudes), other 
than the actual ability to write shorthand, which employers believe in~ 
dividuals possess if they have completed a shorthand course as opposed 
to those persons who have not completed a shorthand course? 
(3) Are individuals who have completed a course in an alphabetic 
shorthand system or a symbolic ·shorthand system equally acceptable to 
employers for positions where the ability to take shorthand is an 
employment cri ted on? 
(4) If persons who have completed a course in an alphabetic 
shorthand system are not acceptable to employers for positions where 
shorthand i s an employment criterion, given a list of possible reasons, 
why are they not acceptable? 
(5) Are individuals who have completed a course in a machine short~ 
hand system or a symbolic shorthand system equally acceptable to employ~ 
ers for positions where the ability to take shorthand is an employment 
criterion? 
(6) If persons who have completed a course in a machine shorthand 
system are not acceptable to employers for positions where shorthand is 
an employment criterion, given a list of possible reasons, why are they 
not acceptalile? 
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Research Procedures 
The methods and procedures used in conducting this study follow. 
' Population and Sample. The businesses located in the state of Utah 
which are listed in the 1978 .Million Dollar ·Directory and the 1978 
Middle Market Directory constituted the target and accessible populations. 
The businesses in these directories were classified by nine Standard 
Industrial Classifications, and the size of the business by number of 
employees was provided. 
A sample of 300 businesses was drawn from the two directories. For 
those SIC's where the total businesses for the two directories was 38 or 
less, the entire SIC constituted the sample. For those SIC's where the 
total businesses for the two directories was 39 or more, a proportional 
random sample was drawn from both directories. 
Following a telephone survey to obtain the name and titles of the 
persons in charge of hiring office personnel, the sample was reduced to 
278 businesses. This reduction was due to businesses refusing to parti-
cipate, the inability to contact businesses because the firms were no 
longer in operation, or because there was no telephone listing. 
Design of Study. A mailed questionnaire was developed to gather 
the data necessary to answer the questions identified for this study. 
There were four main areas of concern about which data were collec-
ted: ( 1) Was shorthand used as an emp 1 oyment criterion when there was 
little expectation of the use of shorthand in the performance of the 
offi'ce duties? (2) What were the competendes employers perceived in-
dividuals possess if a course in shorthand had been completed? (3) Did 
employers have a preference for the type of shorthand system in which 
employees had skill? and (4) \~hat were the weaknesses employers 
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perceived individuals to have if these individuals had completed a course 
in a particular type of shorthand system? 
The questionnaire developed contained four sections. Section I 
attempted to determine whether employers believed they were getting a 
better office worker if that office worker had completed a course in 
shorthand. An attempt was made in Section II to identify those competen-
cies developed by persons who had completed a course in shorthand. The 
acceptability and weaknesses of alphabetic, symbolic, and ·machine short-
hand were the topics explored in Section III of the questionnaire, while 
employer perceptions of requiring a skill for which there would be little 
use was studied in Section IV. 
The questionnaire was pilot tested in the Phoenix, Arizona, area. 
Feedback on the questionnaire was also obtained from participants in the 
BE 781 doctoral research seminar at Utah State University. 
Conducting the Study. An initial mailing was made to 278 businesses 
in the study sample with four follow-ups being sent to non-respondents. 
From the final sample size of 275 businesses, 200 questionnaires, or 72.7 
percent, were returned. There were 173 usable returns. 
Correlation coefficients were computed on eight pairs of competency 
statements from Section II of the questionnaire . Although the coeffi~ 
cients were somewhat low, there was very little difference in the means of 
the pairs of statements or in the types of responses made by persons com-
pleting Section II of the questionnaire. 
Findings 
Hypothesis A--shorthand as an employment criterion. The "A" null 
hypothesis that there was no significant difference between the responses 
of employers who preferred or attempted to hire persons who had completed a 
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course in shorthand and the responses of emp 1 oyers who saw no need to 
hire individuals who had completed a course in shorthand when the em-
ployers were stratified by SIC and size was not rejected at the .05 level 
of ~ignificance. When using chi square tests of proportions, no signi-
ficant difference was found between employers who used shorthand as an 
employment screening device and those employers who did not use shorthand 
as an employment screening device. 
Tests of chi square were also applied to individual SIC's where the 
respondents were stratified by SIC and size. A significant chi square 
was fo~d for only one SIC, Finance, Insurance, and Real Estate. Inspec-
tion of the individual proportions for the three sizes within this SIC 
showed that the proportion was quite low for those respondents in medium-
size businesses who used shorthand as an employment screening device. 
The proportion of respondents in large-size firms was somewhat higher 
than the overall proportion of all respondents in Finance, Insu;ance, 
and Real Estate who preferred to hire individuals with shorthand skill 
when there was little expectation of the use of that skill when performing 
assigned tasks. 
Hypothesis B--competencies developed by persons completing a short-
hand course. A two-way analysis of variance by SIC and size resulted in 
the rejection of the "B" null hypothesis when stratification occurred by 
SIC. This hypothesis stated that there was no significant difference in 
the types of competencies identified as being held by persons who have 
and have not completed a course in shorthand when respondents were stra-
tified by SIC and size. A two-way analysis of variance was performed 
using the means of 46 competency statements in Section II of the ques-
tionnaire. 
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Because of missing cells in the two-way analysis, the f ratios 
derived were not entirely reliable. Consequently, Fisher LSD tests were 
performed. No significant differences were found between the means of 
the three levels of size when these LSD tests were performed. Therefore, 
the nulJ hypothesis was rejected when there was stratification of respon-
dents by SIC only. 
The two-way analysis of variance was repeated for the 46 competency 
statements but the means were broken into two ·groups: Knowledges and 
Skills and Attitudes. Once again, the f ratios for SIC and size were 
significant. However, the Fisher LSD tests confirmed that the missing 
cells resulted in significance for size when in fact there was no 
significance. 
When stratified by SIC, significant differences were found between 
the means of the eight levels of SIC for the competency statements grouped 
by Knowledges and Skills and by Attitudes as well as for the combined 
means. There were several individual SIC's which differed significantly 
when the LSD tests were performed on the combined means for the 46 compe-
tency statements: Retail Trade and Transportation, Communication and 
Other Public Utilities, with low means, differed significantly from Min-
ing, Manufacturing, and Finance, Insurance, and Real Estate, with high 
means. Construction and Wholesale Trade also differed significantly from 
the SIC's for Mining, Manufacturing, and Finance, Insurance, and Real 
Estate. 
There were not as many SIC's which differed significantly when the 
competency statements were broken into Knowledges and Skills and Atti-
tudes. Construction differed f rom ·all other SIC's when only Knowledges 
and Skills statements were considered. When competency statements were 
grouped by Attitudes, Services, with the highest mean, differed from 
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all other means except the second and third highest means. Construction 
wa s the lowest mean, and it differed from the three highest means. 
An item-by-item analysis of variance on each of the 46 competency 
statements for the SIC treatment variable resulted in significant f 
ratios for six of the statements (statement numbers 15, 29, 33, 35, 42, 
and 44}. A Fisher LSD test was performed for each of these six compe-
tency statements. In each of the six statements there were three SIC's 
(Retail Trade, Services, and Finance, Insurance, and Real Estate) for 
which the means were high while the SIC for Construction had consistently 
low means. 
The trend for various SIC's with high or low means, as revealed by 
the Fisher LSD tests of combined competency statements and statements 
broken into the categories Knowledges and Skills and Attitudes was con-
tinued when the six significant competency statements from the item-by-
item analyses of variance were considered. The SIC for Construction had 
low means while the SIC's for Services and Finance, Insurance, and Real 
Estate had high means. 
The valuing of the Likert-type scale for the competency statements 
was arranged so that a mean above 3.0 would indicate a competency pos-
sessed by persons who had completed a course in shorthand as perceived 
by respondents. Conversely, a mean below 3.0 would indicate the oppo-
s ite view. 
Hypothesis C--acceptability and weaknesses of shorthand sys tems. 
In those bu s inesses where shorthand was used in the performance of 
assigned tasks, over half of the respondents (52 of 102) indicated that 
they had no preference for the type of shorthand system in which their 
office workers had skill. Symbolic shorthand was the system most often 
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preferred, being acceptable to 20 respondents as the only system and by 
30 respondents as being one of two systems acceptable; the second system 
acceptable was either alphabetic shorthand (28 respondents) or machine 
shorthand (2 respondents). 
Seventeen respondents who stated they preferred or attempted to 
hire persons who had completed a course in shorthand indicated that 
they had no positions which required a knowledge of shorthand in order 
to perform the assigned tasks. There were 54 respondents indicating they 
had no positions in their firm which required a knowledge of shorthand 
in order to complete assigned tasks and who had previously stated they 
believed completion of a course in shorthand did not develop any special 
competencies. 
The null hypothesis that there were no significant differences be-
tween the weaknesses identified as being possessed by persons who had 
skill in alphabetic, symbolic, or machine shorthand systems when strati-
fied by SIC or size was not rejected . A significant interaction for 
SIC by size was found. 
Employer perceptions toward requiring skills not utilized on the 
job. Section IV of the questionnaire provided respondents a final 
opportunity to supply information . This section was completed by per-
sons who did not believe that completion of a course in shorthand 
developed any special competencies other than the ability to take and 
transcribe shorthand. Of the 54 respondents who did not have positions 
in their firms which required a knowledge of shorthand in order to per-
form assigned tasks, 23 indicated a belief that it was superfluous to 
require a skill for which there would be little use. Ten of the 41 re-
spondents who had previously indicated in Section ,III that they either 
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had a preference or had no preference for the shorthand system in which 
their employees had skill stated they believed that requiring a skill 
for which there would be little use was superfluous. 
Conclusions 
The following conclusions were based upon the findings of this 
study. 
1. Completion of a course in shorthand was viewed by some respon-
dents as developing competencies other than just the ability to take and 
transcribe shorthand. Approximately 45 percent of the respondents 
(78 of 173) agreed that they were getting a better office worker if that 
person had completed a course in shorthand. It was concluded that some 
respondents perceived that the completion of a shorthand course developed 
competencies other than just the ability to take and transcribe shorthand. 
2. Since some respondents (78 of 173) rated competencies which are 
normally not part of a shorthand class as being held by persons who had 
completed a course in shorthand, it was concluded that the competencies 
perceived by some respondents as being developed in shorthand classes 
could have been developed in other courses. 
3. Shorthand was used as an employment screening device by some re-
spondents in this study. This conclusion was based on the fact that al-
most half (45 percent) of the respondents indicated they preferred to 
hire or attempted to hire persons who had completed a course in shorthand 
even though there was little expectation of the use of shorthand when 
performing the tasks assigned. 
4. When stratified by Standard Industrial Classification, there 
was disagreement among respondents who use shorthand as an employment 
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screening device as to what competencies were developed by completing a 
course in shorthand. For overall competencies (knowledges, skills, and 
attitudes) respondents in the SIC's for Retail Trade, Construction, and 
Transportation, Communication, and Other Public Utilities rated fewer 
competencies as being developed through the completion of a shorthand 
course than respondents in other SIC's. Respondents in the SIC's for 
Manufacturing, Services, and Finance, Insurance, and Real Estate per-
ceived more competencies as being developed when a course in shorthand 
was completed. 
It would seem respondents from SIC's with little likelihood of con-
tact with persons using shorthand ·in the performance of their duties did 
not perceive the completion of a course in shorthand as being as valu-
able as respondents from those SIC's with more opportunity for contact 
with persons who use shorthand . Thus, it was concluded that the nature 
of the business made a difference in the competencies perceived as being 
developed when a course in shortha nd was completed. 
5. Less than 50 percent of the respondents (41 of 95) who indicated 
they did not believe completion of a course in shorthand developed any 
special competencies reported they had positions in their firms which 
required a knowledge of shorthand in order to perform the assigned tasks. 
However , almost 80 percent of the respondents (61 of 78) who used short-
hand as a screening device had positions in their firms which required a 
knowledge of shorthand in order to perform the tasks assigned . It was 
concluded that respondents who have little contact with individuals with 
ski ll in shorthand did not view shorthand in the same way as respondents 
who do have contact with persons us·ing shorthand. Thus, it would seem 
employers evaluate differently those competencies which may be developed 
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when a course in shorthand has been completed depending on the exposure 
to individuals with shorthand skill. 
6. Over two-fifths of the respondents (46.4 percent, or 52 of 112) 
who used shorthand as an employment criterion had no preference for the 
type of shorthand system in which persons had acquired skill. Thus, it 
would seem that these respondents were not as much concerned with the 
actual shorthand system employed as they were concerned with the accom-
panying competencies, whether these competencies were the ability to take 
and transcribe shorthand or some other competencies perceived as developed 
when a course in shorthand has been completed. 
7. Of the 119 respondents who used shorthand as an employment cri-
terion, only 2 respondents indicated a preference for skill in machine 
shorthand . It was concluded that although it may be a viable shorthand 
system for the business office, machine shorthand must have greater ex-
posure in the business world in order to gain acceptance. 
8. Some respondents who used shorthand as an employment criterion 
would accept persons who had skill in alphabetic and, to a limited degree, 
machine shorthand. However, all respondents who indicated a preference 
for shorthand would accept persons who had skill in symbolic shorthand. 
Perhaps this preference for symbolic shorthand was due to the fact that 
symbolic shorthand is widely known and taught. Since a limited number 
of persons use alphabetic or machine shorthand in offices, employers 
might not be able to compare shorthand systems; consequently, these em-
ployers required skill in that system which was most familiar to them. 
9. When respondents were classified by SIC or size, no significant 
difference was found in responses regarding the weaknesses of the various 
systems of shorthand. Nor was a significant difference found in the 
lN 
responses regarding the weaknesses of persons who have completed a 
course in a particular type of shorthand. This finding underscored the 
previous conclusion concerning the commonality of symbolic shorthand. 
No significant difference was found in the weaknesses of the various 
shorthand systems, yet 38 percent of the respondents (20 of 52) who 
stated a preference for a shorthand system indicated they preferred to 
hire persons with skill in symbolic shorthand only and the remaining 62 
percent (32 of 52) preferred either symbolic or one of the other two 
systems. Thus, it would seem that employers did not perceive weaknesses 
of various shorthand systems yet still preferred one system because of 
preconceived notions about that system. 
10. Approximately 45 percent of the respondents (78 of 173) viewed 
completion of a course in shorthand as developing competencies other 
than the ability to take and transcribe shorthand. In addition, these 
respondents preferred or attempted to hire persons who had completed a 
course in shorthand even though there was little expectation of the use 
of shorthand in the performance of ass igned tasks. It was concluded that 
many persons who have not completed a course in shorthand but who have 
adequate entry-level skills for office work might not be hired for posi-
tions where shorthand is used as an employment screening device. 
Recommendations 
The following recommendations seemed germane to this study: 
1. There appeared to be a need for persons who have skill in short-
hand, whether that need stemmed from the fact that a knowledge of short-
hand was needed to perform assigned ·tasks or whether shorthand was used 
as an employment screening device. Consequently, courses in shorthand 
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should continue to be offered at the secondary and postsecondary levels 
to meet this need. 
2. A review of competencies perceived by employers as being devel- · 
oped by persons completing a course in shorthand and listed in Appendices 
H and I should be undertaken in order to insure that these knowledges, 
skills, and attitudes are being addressed in all phases of the business 
education curriculum. 
3. Employers should be made cognizant of the fact that many of the 
competencies which they might perceive as being developed in a course in 
shorthand are also developed in other office education courses. Conse-
quently, the use of shorthand as an employment screening device might be 
limited. 
4. Further research should be conducted to determine the viability 
of offering alphabetic and machine shorthand as alternative systems in 
the bus i ness curriculum. Researc h should also be conducted to determine 
if these two systems of shorthand are applicable to the types of ta sks 
found in the office today. If these systems prove viable in the class-
room and in the office, serious cons ideration should be given to includ-
ing these systems in the business curriculum. 
5. Further research into the weaknesses perceived by employers of 
persons who have skill in the various shorthand systems should be con-
ducted . If the weaknesses are unfounded or if the weaknesses can be 
corrected, business persons should be made aware of the appropriateness 
of these systems. 
6. If machine shorthand is a viable alternative for the business 
office, methodology must be restructured so that the weaknesses of machine 
shorthand, as perceived by respondents , can be resolved. Concerns such 
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as those identified in Appendix J should be addressed by those business 
educators who believe that machine shorthand has a place in the business 
office. 
7. Investigation of individual SIC's should be conducted to deter-
mine if there is, in fact, a difference in tasks performed in the various 
SIC's. Since a significant difference between SIC's was found regarding 
the competencies developed by persons who had completed a course in short-
hand, it would appear that the work performed by office workers may vary 
depending upon the SIC in which they are employed. 
8. Replication of this study should be undertaken in other 
geographical locations to determine whether shorthand is used as an 
employment screening device and to determine the acceptability of the 
various shorthand systems . 
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APPENDICES 
APPENDIX A 
CLUSTERS OF TASKS ASSOCIATED WITH PERFORMANCE OF 
MAJOR TYPES OF OFFICE WORK AS DETERMINED 
BY PERKINS, BYRD, AND ROLEY (1968) 
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Table 34 
Percentages of All Workers Performing ifypi ng_ Tasks ,, 
Rank 
Within 
Task Cluster 
Type addresses on envelopes and/or cards 1 
Type carbon copies 2 
Proofread typewritten copy 3 
Type business letters 4 
Erase original copies 5.5 
Erase carbon copies 5.5 
Type memorandums 7 
Type and/or rule tabular material 9 
Type final copy from rough-draft copy 9 
Type labels individually 9 
Type cards (index cards, file cards, "address 
finder" cards, etc.) ll 
Type from unarranged copy 12 
Type manuscripts and/or reports 13.5 
Type fill-ins on duplicated letters or bulletins 
(form letters, etc.) 13.5 
Compose at the typewriter 15 
Table 35 
Percentages of All Workers Performing Telephoning 
and Communicating Tasks 
Task 
Answer telephone 
Place telephone calls (local) 
Carry out written or oral orders or instructions 
of superiors 
Place telephone memoranda, messages, etc., where 
employer will see them 
Turn telephone calls over to another department 
Compose correspondence 
Place telephone calls (long distance 
Give oral directions to other office workers 
Rank 
Within 
Cluster 
1 
2 
3 
4 
5 
6 
7 
8 
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Percentage 
of Times 
Reported 
87 
80 
78 
77 
74 
74 
72 
69 
69 
69 
68 
64 
62 
62 
60 
Percentage 
of Times 
Reported 
95 
92 
86 
84 
83 
74 
73 
68 
Table 36 
Percentages of All Workers Performing Clerical Tasks 
Task 
Look up names and addresses 
Arrange papers or articles on your own and/or your 
employer's desk 
Cut materials (scissors, paper cutter, etc.) 
Look over notes and memos for the day 
Check on supplies (for re-ordering purposes) 
Make notes for the next day's work 
Assemble and staple duplicated materials 
Change calendar daily 
Order supplies of various kinds for the office 
(from suppliers or central supply department) 
Send out notices of any type 
Compare copy (one copy with another copy) 
Protect valuable and confidential materials 
Table 37 
Rank 
Within 
Cluster 
2 
3.5 
3.5 
5 
6 
7.5 
7.5 
9 
10 
ll 
12 
Percentages of All Workers Performing Meeting and 
Working with People Tasks 
Task 
Plan work for one's self 
Give information in response to verbal inquiries 
Decide on priorities of work for self 
Direct people to proper office or department 
Hear complaints in office or over telephone 
Meet callers 
Make introductions 
Make recommendations for improvement of office 
procedures, routines, etc. 
Rank 
Within 
Cluster 
l 
2 
3 
4 
5 
6 
7 
8 
147 
Percentage 
of Times 
Reported 
80 
79 
75 
75 
74 
73 
72 
72 
65 
63 
61 
60 
Percentage 
of Times 
Reported 
88 
87 
82 
78 
72 
70 
67 
62 
Table 38 
Percentages of All Workers Performing 
Securing Data Tasks 
Task 
Use telephone directory 
Use dictionary 
Use company manuals 
Use office manuals 
Table 39 
Percentages of All Workers Performing 
Mathematics Tasks 
Task 
Use addition 
Use subtraction 
Use multiplication 
Use division 
Add long columns of figures 
Use decimals 
Use fractions 
Rank 
Within 
Cluster 
1 
2 
3 
4 
Rank 
Within 
Cluster 
1 
2 
3 
4 
5 
6 
7 
148 
Percentage 
of Times 
Reported 
95 
86 
64 
62 
f?ercentage 
of T.imes 
Reported 
95 
93 
89 
87 
81 
77 
68 
APPENDIX B 
Q-SORT ITEMS DEVELOPED BY WEBER (1969) 
AND RANKED BY SECRETARIES, 
EXECUTIVES, AND TEACHERS 
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SIXTY-ITEM Q-SORT, CLASSIFIED BY CATEGORIES 
I. Fundamental Skills and Knowledges 
A. Fundamental business understandings. Knowledges of the economy, 
its institutions, the firm, management, and the basic business 
disciplines. 
l. A familiarity with the various functions of management and a 
knowledge of executive responsibilities. 
2. A knowledge of~ tasks must be performed and what the ul-
timate outcome will be. 
3. A general knowledge of the flow of the work within the busi-
ness enterpri·se. 
4. Law--an understanding of the implications of law in your 
work. 
5. An understanding of the purposes, procedures, and practices 
of business or governmental organizations. 
6. An . understanding of the American system of free enterprise 
and the role of competition and the profit motive . 
7. The need to continually update knowledge and keep up with 
new developments, skills, and knowledges in business. 
8. A knowledge of the part the secretary plays as a part of the 
total office function. 
9. An understanding of the services that banks render. 
10. An understanding of basic bookkeeping and accounting prin-
ciples and practices. 
B. Fundamental communications skills and knowledges. Skills such 
as reading, writing, arithmetic, and oral communication. 
11 . Skill in reading and reading comprehension . 
12. The ability to li sten attentively and comprehend what is 
heard. 
13. The use of legible handwriting. 
14. A thorough knowledge of the basic tools of English--grammar, 
spelling, punctuation, vocabulary, and writing. 
15. Effective oral communication. Use of proper English, plea-
sant voice, good dictjon, answering questions, etc. 
16. Skill in using the fundamental mathematical operations--
addition, subtraction, multiplication, and division. 
17. Skill in calculating percentages, discounts, ratios, inter-
est, or fractions. 
18. The ability to use a variety of basic reference books: dic-
tionary, telephone book, city directory, etc. 
19. A mastery of the specific vocabulary of the organization. 
20. An understanding of the various means of using communica-
tions facilities: transportation, shipping, and mailing 
services, etc. 
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II. Specialized Skills and Knowledges 
A. Typing, stenographic, and machines activities. Operating skills 
characteristic of secretarial occupations. 
21. Taking and transcribing dictation from shorthand or Steno-
type. 
22. Transcribing materials from transcribing machines. 
23. Preparing copy for duplication. Typing stencils, 1 iquid 
process masters ("dittoes"), etc. 
24. Typing manuscripts, legal · papers, specifications, briefs, 
or outlines. 
25. Typing (filling in) business forms: purchase orders, in-
voices, credit memorandums, form letters, etc. 
26. Typing material from rough draft or corrected copy. 
27. Setting up and typing tabulations. 
28. Data Processing. Working with data processing forms, ter-
minology, or equipment. 
29. Operating duplicating or photocopying machines. 
30. Operating adding or calculating machines. 
B. Filing, recording, and communicating activities characteristic 
of secretarial occupations. 
31. Maintaining calendar pads. Making appointments and keeping 
records of appointments. 
32. Meeting office callers. Intercepting, screening, and 
assisting callers. 
33. Kee.ping financial records. Petty cash, check registers, 
income tax, bank statements, social security, etc . 
34. Writing or compiling business reports. Consolidating sub-
reports or compiling information found in business records. 
35. Composing business letters. Good letter planning, tone, 
style, etc. 
36. Processing incoming and outgoing mail. 
37. Receiving and pl ·acing telephone calls . 
38. Organizing and establishing filing systems. 
39. Filing: letters, articles, reports, and other business 
forms. 
40. Obtaining materials from files, looking up names, addresses, 
etc. 
III. Personal Qualities or Traits 
A. Personal traits or attitudes toward work and people. Social and 
character traits. 
41. Dependability. Ability to be relied upon. 
42 . Initiative or resourcefulness. Doing things without being 
told. 
43. Cooperation. Getting along with others. 
44. Acceptance of responsibility. Relieving the executive of 
routine. 
45. Cheerfulness. Pleasantness. 
46. Adaptability. Adjusting easily to new conditions. 
47. Punctuality and attendance. Arriving to work on time. 
Avoiding excessive breaks, etc. 
48. Courtesy. Politeness and good manners. 
49. Poise and emotional stability . Maintaining composure. 
50. Interest and enthusiasm. A desire to get ahead . Looking 
for work that is a challenge to one's abilities. 
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B. Other personal qualities or traits. Mental, physical, or tech-
nical traits. 
51. Accuracy in the performance of duties. 
52. Personal appearance and grooming. 
53. Efficiency. Working with a minimum of motion, time, effort, 
and fatigue. 
54. Neatness in maintenance of surroundings and neatness in work. 
55 . Ability to plan and organize work. 
56. Mental alertness. 
57. Judgment and common sense. 
58. Ability to grasp and follow instructions. 
59. A broad, general education. 
60. Health; good mental and physical health. 
Table 40 
Top 20 Statements Ranked by Secretaries, Executives, and Teachers 
Secretaries Executives Teachers 
Statement Mean Statement ~1ean Statement Mean 
Number Rank Number Rank Number Rank 
44 1 41 1 43 1 
41 2 51 2 51 2 
51 3 57 3 57 3 
42 4 58 4 58 4 
57 5 55 5 14 5 
43 6 44 6 41 6 
58 7 42 7 21 7.5 
55 8 56 8 55 7.5 
14 9 43 9 42 9 
12 10 53 10 52 10 
49 11 14 11 47 11 
15 12.5 12 12 15 12 
48 12.5 15 13 48 13 
56 14 48 14 56 14 
7 15.5 35 16 49 15 
52 15.5 45 16 12 17 
53 17 49 16 44 17 
50 18 50 18.5 53 17 
46 19 52 18.5 60 19 
47 20 21 20 3'7 20 
APPENDIX C 
EFFECTIVE AND INEFFECTIVE TASK AND SOCIAL ROLE 
CRITERIA BASED ON CRITICAL INCIDENTS 
AS REPORTED BY BOCK (1973) 
1~ 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
Table 41 
Summary of Effective Task Criteria Based on Supervisors' 
Reasons for a Worker's Effective Task Performance As 
Cited in a Critical Incident 
(Shown by Rank Order of Occurrence within Each Region) 
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Rank Order ·of Occurrence 
Criteria West S-E East N-C 
Interest in, knowledge of, and understand-
ing of the job and its function within the 
office system; respect for the need to 
follow established procedures. 
Willingness to exert extra effort and carr.Y 
an increased workload as the situation 
requires. 2 4 2 
Effective use of supervision - asking for 
assistance when needed but not relying 
unnecessarily on supervision. 3 4 6 
Reliability and diligence. 4 2 3 
Initiative, flexibility, and adaptability. 5 3 5 
Interest in improving self and job. 6 6 6 
Demonstration of pride in work through job 
performance. 7 
Willingness to inquire and explore. 8 8 0 8 
High level skills for job tasks. 9 4 2 4 
Possession of a "best effort" rather than 
a "get by" attitude. 10 6 5 
l. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
g_ 
10. 
Table 42 
Summary of Ineffective Task Criteria Based on Supervisors' 
Reasons for a Worker's Ineffective Task Performance As 
Cited in a Critical Incident 
{Shown by Rank Order of Occurrence within Each Region) 
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Rank Order of Occurrence 
Criteria West S-E East N-C 
Lack of job knowledge and failure to under-
stand job's function within the office 
system. l. 
Inability to accept or use criticism. 2 4 2 
Allowing personal feelings and emotions 
to affect work. 6 3 
Lack of interest in job or lack of con-
cern for job and office responsibilities. 4 2 6 
Avoiding rather than facing issues. 0 0 3 
Allowing personal business to take prece-
dence over office business . 6 6 
Carelessness. 2 0 
Inadequate skills for job tasks. 8 3 5 
Failure to organize time and accepting · 
more work than capable of handling . 9 7 4 5 
Trusting too much to memory and failing 
to use references or to record informa-
tion. 10 6 4 
l. 
2. 
3. 
4. 
5. 
6 . 
7. 
8. 
9. 
10. 
Table 43 
Summary of Effective Social Role Criteria Based on 
Supervisors' Reasons for a Worker's Effect i ve Socia 1 
Role Performance As Cited in a Critical Incident 
(Shown by Rank Order of Occurrence within Each Region) 
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Rank Order of Occurrence 
Criteria West S-E East N-C 
Maturity and self-confidence. 
Cheerfulness and a harmonizing attitude 
toward work and others. 2 2 2 2 
Willingness to use special skills to help 
others. 3 4 3 3 
Awareness of what is happening around the 
work station - knowing when assistance 
should be offered. 4 6 6 
Extending enthusiastic spirit to others 
involved in tedious work. 8 0 9 
Unwillingness to gossip or become con-
cerned with confidential work. 6 7 7 0 
Using sense of humor to ease difficult 
situations. 0 8 
Unwillingness to become involved in office 
jealousies - meeting unkind remarks with 
positive statements . 8 8 
Ability to communicate with a variety of 
personalities. 9 6 4 4 
Willingness to make the effort to please 
and make others happy. 10 5 5 
l. 
2. 
3. 
4. 
5. 
6. 
7. 
8 . 
9. 
10. 
Table 44 
Summary of Ineffective Social Role Criteria Based on 
Supervisors' Reasons for a Worker's Ineffective Social 
Role Performance As Cited in a Critical Incident 
(Shown by Rank Order of Occurrence within Each Region) 
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Rank Order of Occurrence 
Criteria West S-E East N-C 
Failure to understand how job performance 
affects others in the office. 2 2 
Insensitivity to the needs of others . 2 
Reacting emotionally to job demands and 
pressures. 3 5 3 2 
Overbea ri n'g, haughty, and argumentative. 4 3 6 3 
Inability to overcome personality conflicts. 4 4 3 
Lack of respect for job and disappointment 
in self. 6 0 0 6 
Shy and introverted personality. 4 5 3 
Uncontrollable temper . 8 6 8 5 
Inabi lity to exercise needed firmness be-
cause of overconcern with the feelings of 
others. 9 8 0 5 
Resentment of authority. 10 7 4 
APPENDIX D 
PILOT STUDY MATERIALS: COVER 
LETTERS, POST CARD FOLLOW -UP, 
EVALUATION FORM, REQUEST 
FOR FINDINGS FORM, AND 
QUEST! ONNAI RE 
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DEPARTMENT Of 
BUSINESS EDUCATION 
Date 
UTAH STATE UNIVERSITY 
COLLEGE OF BUSINESS 
UMC 35, LOGAN, UTAH 84322 
Phone (801) 752-4100 Eal 7911 
Personnel Director 
Company Name 
and Address 
Phoenix, AZ ZIP 
C 0 V E R L E T T E R F 0 R 
I " I T I A L M A I L I N G 
YOUR PARTICIPATION IN PILOT STUDY 
As a business person, you learned long ago that the difference between· progress 
and stagnation lies in research. The need for research is especially important 
in business and office education where progress is imperative. 
Our schools have an obligation to provide you with competent, employable people 
who can keep pace with the progress your company is making. In an attempt to 
provide modern offices with better qualified employees and to improve business 
and office education at all level s in high school~. personnel from Utah State 
Universi ty will be conducting a state-wide survey. The purpose of this study 
will be to gather data to determine whether shorthand is used as an empl oymen t 
screening device and what shorthand systems are acceptable to empl oyer s. 
Prior to that survey, however, we need your help. We need to determine whether 
the data gathering instruments are satisfactory. Therefore, we are conducting 
a pilot study in the Phoenix area . You and your company are similar to the 
businesses in Utah which have been selected to be i ncluded ·in this survey. It 
is extremely impor tan t that we obtain your response. The information recei ved 
from you wi ll be held in strict con fidence and will only be used tQ help accom-
plish the stated purposes of the study. After completing the questionnaire, we 
would appreciate your completing a short evaluation form. The responses we re-
cei ve on this evaluation form will help us in refin ing the questionnaire prior 
to beginning the study i n Utah. 
When you have completed the questionnaire and evaluation form, please return 
them i n the stamped, pre-addressed envelope. If you would like a copy of the 
results of the final survey, please fill in the request form which is also en-
closed and return it with the completed questionnaire and evaluation form. A 
copy of the findings will be mailed to you when they become available. 
Your assistance in answering and returning the questionna ire and eva lua tion form 
will be greatly appreciated. 
DR . LLOYD BARTHOLOME 
DIRECTOR, GRADUATE PROGRAMS IN 
BUSINESS EDUCATION 
Enclosures 
JON ACKLEY 
DOCTORAL STUDENT AND GRADUATE 
TEACHING ASSISTANT 
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FIRST FOLLOW-UP (POST CARD) FOR PILOT STUDY 
Two weeks ago we sent to you a questionnaire and evaluation 
form conce-rning a pilot study which we are conducting in the 
Phoenix area. The study is to determine whether shorthand is 
used as an employment criterion. 
We believe that your opinion is of vital importance in making 
this pilot study successful. Would you, therefore, take a few 
minutes to complete the questionnaire and evaluation form and 
return them as soon as possible. 
Your cooperation in this pilot study will be greatly apprecia-
ted. We thank you if you have already completed ana returned 
these forms prior to receiving this postcard. 
Jon Ackley, Bus. Ed. Dept. 
Utah State University, Logan, UT 84322 
REQUEST FOR FINDINGS FORM 
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If you would like a copy of the findings of this survey, please fill in 
your name, title, and address in the space provided below and then en-
close this request with your completed questionnaire . The anonymity of 
your responses will be maintained as we will separate your request from 
the questionnaire prior to tabulating the questionnaire. 
Your Name and Title 
Company Name 
dress 
City, State, ZIP 
UT A H ST ATE - UN I VER S IT Y 
COLLEGE OF BUSINESS 
UMC 35, LOGAN, UTAH 84322 
DEPA RTM ENT OF Phone(&01)752-.4100 EJ.t. 79U 
BUSINESS EDUCATION 
Date 
Personne 1 Oi rector 
Company Name 
and Address 
Phoenix, AZ ZIP 
YOUR HELP IS NEEDED! 
COVER LETTER FOR 
THIRD FOLLOW-UP 
On March 29, we sent to you a pil ot st udy questionnaire and asked that you 
take a few minutes to complete the questionnaire. The questionnaire was to 
obtain your opinion concerning the use of shorthand as an employment criter-
ion . In addit i on, a short evaluation form concerning the questionnaire was 
also included. 
Most of us agree that quality education is a responsibility shared by all of 
us. It is important tha t educators and employers exchange ideas and data in 
an effort to prepare our youth for future employment. 
Data rece ived thus far from the businesses and industr ies partic ipating in the 
pliot study are a l ready establi shi ng a trend. However, for each questionnaire 
that is not returned, the sign i ficance of the pilot study is r educed consider-
ably. Therefore. we are sending you another questionna ire. Will you plea se 
ta ke a few mi nutes to compl ete it. Even if you have only a sma,ll office staff 
and do not require shorthand for employment, it is important that the ques tion-
naire be completed and returned. In addition, we would apprecia t e your com-
pleting and returning the eva luation form which is also enclosed. 
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Please take the time now to see that your company and your indus try are represented. 
When you have completed the questionnaire and evaluation fonn, please ret urn them 
in the stamped, pre-addressed enve l ope. If you would like a copy of the results 
of this survey, plea se fill out and return the request form which is a l so enclosed. 
Your assistance in answering and returning the questionnaire and eva l uation form 
wi ll be great l y apprec iated. 
OR. LLOYD BARTHOLOfiE 
DIRECTOR, GRADUATE PROGRAMS IN 
BUSINESS EDUCATION 
Enclosures 
JON ACKLEY 
DOCTORAL STUDENT AND GRADUATE 
TEACHING ASSISTANT 
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EVALUATION FORM FOR QUESTIONNAIRE 
Please answer the following questions after yo u have completed the 
questionnaire. Please make your responses directly on the questionnaire 
when appropriate. 
l. Were the directions for- the various sections clear? _Yes _No 
If not, please indicate on the questionnaire what specific sections 
were ambiguous and in what way they were ambiguous. 
2. In Section II, was the transition from "PERSONS WITH SHORTHAND" to 
"PERSONS WITHOUT SHORTHAND" confusing? _Yes No 
If so, in what way was the transition confusing? How can the tran-
sition be improved? (Answer in space below) 
3. Were there any specific statements in Section II which you feel 
could have been omitted without affecting the purpose of the ques-
tionnaire; that is, were there any specific statements which did not 
contribute toward determining the competencies of persons who have 
completed a course in shorthand when compared to persons who have 
not completed a course in shorthand? _Yes _No 
Please draw a line through those stat ements on the questionnaire 
which you would suggest be omitted. 
If there are any knowledges, skills, or attitudes not appearing on 
the questionnaire which you believe should be included, please de-
tail these knowledges, ski ll s , or attitudes in the space below . 
4. Was there any terminology in the questionnaire which needs to be 
defined in order to remove any ambi qui ties? _Yes _No 
Please circle these ambiquous terms on the questionnaire. 
5. Approximately how long did it take you to complete the questionnaire? 
--------~minutes. 
6. Did you feel the questionnaire was too long? _Yes _No 
Was the printing on the questionnaire large enough for easy reading? 
_Yes _ No 
Your Name and l1tle (Opt1onal) 
Your Company (Optional 
Please return with questionnaire in stamped, pre-addressed envelope. 
Plun rc•d • "d ~ondd ~r the !ol lo,.t na uu~"'~nt. Th~n rud uch <>! tho ro• -•lhl• 
r ~sronus t o this aut•••nt. rluu .. rlt only Otll u .•ponu by chooalnt tho •Ut•· 
••nt thn II closelt to your co•p•nr'• po&ltlon. 
"O...r CDWI P·'"1 b•lh~H thot wt ore tttt l nf. • bettu· ofttce "'"f~U H th•t offi ce workn 
h•• c"""rlued one or ""' .. couuu I n •horth~n~ o v ~n t hou'h •ho rth<~ nd Nf not bo nu os• 
••rr to pe tfo.-. the r•slto •n<>chtcd wit h the p•nlc\ll•r o ft1ce po•ltl<>n vhld• "" •ro 
•cte•ptll'&toflll" 
_Tes, "" •Bu• "lth thh .t.tH•••M •n.d ve hl.r o only pc uons wh<> h•"t co•plucd • 
couru In short hand •"•" thou&h then I• Unh • "Ptct• tlon <>{ tht uu of •hort· 
h•nd I n the olftct podtlon ve .r~ a tt n ptln& t o f1Jl. 
_Yes, "" &•nnally • &ru .,fth thh uut..,nt '"d ve aake c"ery effort to hl u ptnon• 
vho h• ve co•phted • cour u i n •horth•nd ~ " " " thou&h therC 1• little ••pcct•tlon of 
tho u n of a hort hand lAthe oHict podtlon ve •u ttnmptln& to fill. 
_ llo: " " do not •&ru vlth th1 • une•ent • s v e hd thu tht c<>•plnton of • thou-
hand course don not nec u ur111 IU.fotlnU~ ~ .. ploy~~ oucte • • in offlc ~ p<>dtlons In 
o.,rc.,..p•n1. 
If'"" <:htck ~d ~1thH the _!J!.!i o r~ ot•t••e..r , phos e go to S• ction It . lf you 
cb~elr.od tht.!.!.!.!. uu~-nl, pluu ao to S•etton tv on th" l • H !>"-&«· 
Using the ocah bolo", plene 1nd t cu o by~~ the • pp ro prh to httor •ca h ot tho 
rl cht of each l tltooto n t the ruponu .,hlch •o.t.t closely u fltcta you r opl~l c n. r o r 
your c<>rwonlenco, the lntrooluctory chuu h reputed It fr ~quent lnt ot~ol•. Pl,.se 
read th" lntr Od\lctory cl•uuo c•rdully o s they ch•n~: e the ir o•ph••l• t ach t l <> o . 
In t kh , sect l on , "PERSONS ill.!!!. SIIORTHA.~D" •re persons who have co11 pl etod 1 couroo In 
one of tho vulouo shorth•nd •yot oJU ouch u olph~be cic , S}'l\bclic, or ••chin e ~ho rt • 
hwnd. "rERSCl~S\IITIIOIJT SHORTIIANO" •n pnoono who h•" • not eo,.plctod • eoutn l n 
•hatth•nd. -- ' 
SA • stt<>n,ly acne; nne•ent rofhcu •itu .. ton .... u likely to occur 
"· llrte 
11"- o.tthn •&runor dilllree•t co., rlet ion of (or not enrollln&ln) a c ourse In 
sh~rthand to r.ot related to lr.no.,lodco, skill, or nttt\ldo em~h•slud I n u • tn.ont 
D•dlntree 
SO- otronsly dtuc ru ; oppoolu of nuutont r tf h cto o ltu .t.tlo ~ • e.r likely to occur 
l: nO\IIedru•<>d Skllh 
COKPAAI.D TO rrRSOliS IOITl iOUT SIIORTlW!D, PU.SOIIS !'.!.!!!. SIIORTIIAND AA£: 
l. Hou ;n'<>fhlent In •rrl~lnc correct punn.,.ti<>n, , .. _ .. , • nd copl talh• tion 
rules ....•....••• , •• • ,., ••••• , ...•• 
Ho n profl<:lont In dlctuln1 to othH• or to dlcut1nc oqulp,....nt . • . . • 
l'l<>re proflclont In thrprop•tulon of typo\ttltton ... trrl.olwhen usln1 a tun o· 
erJbh•l -..chJnl •• , , . , • , •• , •••• , , • , , , , •..•. 
4. Ken •k11lful In HCordlnl tohphcn t "HUIU correuly • nd hilbly , 
~. Koro df cct l vo I n l<totlnc collcn to <he buolnou office • 
6. l'lou proflchnt In uol n1 nforencc • anu•h and hondboolr.a 
SA AII-I On 
SAAIIAD $V 
SA A K,\ D ~0 
!A ANA DSO 
SA A ~,o, D SO 
S,O,A!I A DSol 
163 
SA - str ongly agree 
A agree 
NA - neither agree nor 
disagree 
SD - strongly disagree 
D - disagree 
lmli'ARED TO PERSOl\S WITH SHORTIIAND, PERSONS ~ SHORTHAND ARE: 
• - More capable in follo~ing directions . . . . • . . • • . . . . • . . • . . . 
~ More pr oficient in the preparation of lett~rs and inter office communications 
~ Mo re competent in using oral communi~ation skills su~h as diction, enuncia-
tion, and pronunciation ..... .. . -. .......... . 
~ More ski llful in COQposing routine office correspondence • • . • • • 
ll_ More proficient i n applying correct telephone technique ••...•. 
Z!- Mor e pr oficient i n the preparation of type~itten busi ness forms such as 
i nvoices and statements . . . . .. . . .. . .. . . . . .. . . .. . 
Cll!l'ARED TO PERSONS lliTHOI.IT SHORTHAND, PERSONS \liTH SHORTHA.\1> : 
n.. Possess a higher level of "all around" typing ability • • 
~ Produce mailable copy in less time ~hen using transcribing machines 
~ Possess more profi cient dictating skills • • • • • • • . • • 
~ Understand better the funct ion and role of their posit i ons ~thin the office 
system • . . . . . • ...•••.•..•••• 
Ii- Prioritize tasks in a more effective and systematic canner 
CI!D!AR.ED TO PERSONS WITH SHORTHAND, PERSONS WITHOUT SHORTHAND: 
lll Possess =re effective problem-solving skills • .. • • . •.••••• 
~ Utilize correct businiss style for correspondence and cemoranda more frequently 
2IL Organize a nd maintain ~ork schedules more effectively . • . • .• ••..••. 
Zl_ Type more efficiently from hand~itten· rough drafts of corres pondence , repor ts, 
and forms ............. . 
Possess a broader bus iness vocabulary .. • . .. .. . . 
•Atcttudes 
~ARED TO PERSONS WITHOUT SHORTHAND, PERSONS WITH SHORTHAND: 
2JL Show more respect f or conf identiality • • . . • . • . . . 
~- Cope better ~ith the pres sures of s icul t aneous tasks 
~- Utili=.e co:!:l:on s ense ::o a g red.ter deogrt!e when performins assi gned 
25.. Posse ss c o re of a .. Best Effort" ra cher chan a "Get Byu at.cicuJe 
21. Exhibi r ~reater pois2 in uoeZ7ecced s ituations 
2!_ Bring Jreater i nte lligenc e co their posit!~ns . . .... 
~AR£0 TO PERSONS ~lTH SHORT~~ll. PERSONS ~ SHORT~~D : 
ca sks 
25. £xhibit ~~re s elf-cor.fid~~ce in their abil i ty to ?er! orm ch~ir duties 
D- ExhiiJic bett~r j ud~enc . ...•..... . ..... 
]l_ D~~ons:rate Ar~ate r interest in i mp rovi ng s e l t and job 
~ Accept cric!cis~ co ~e re~dilv . 
J3. Perfurm ~a~~s ~i ~ h gre~cer effici~ncy 
3+. Sho...., a:tore initiati'JI!. ... . . . 
~ARED TO PERSONS lollTHOUT SHORTHAND, PERSONS \.11TH SHORTfu\ ND ARE: 
JS. Hare able to work "'i thout direct supervision 
~ Har e adaptable co vari ous empl oyment environc.ent s 
31. More tactful when dea ling \Jith other s 
]!.. ~lore able to ~ork ~ith many in terrup t ions 
37. More de pendable in completing assigned ta.sks 
YL Hore e nthusias tic about their work 
SA A NA D SD 
SA A NA D SD 
SA A NA D SD 
SA A NA D SD 
SA A NA D SD 
SA A NA DSD 
SA A NA D SD 
SA A'NA D SD 
SA A NA D SD 
SA ANA D SD 
SA ANA D SD 
SA A NA D SD 
SA A NA D SD 
SA A NA D SD 
SA A NA D SD 
SA A NA D SD 
SA A NAD SD 
SA A NA D SD 
SA A NA i) so 
SA A );A D SL> 
SA A NA !> ~D 
SA A IIA D S:> 
SA .\ ~A D SD 
SA A NA 0 :::u 
SA A )II\ n SD 
SA A ::A D 50 
SA A NA D :iD 
SA A 
·"" 
D SD 
SA A NA D SD 
SA A NA D SD 
SA A NA D SD 
SA A NA D SD 
SA A NA D SD 
SA A NA D SD 
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SA - strongly agree 
A- ag ree 
NA - neither agree nor 
disagree 
SO - s trongly disagree 
D - di sagree 
COHPARED TO PERSONS \liTH SHORTHAND, PERSONS ~ SHORTttAND ARE: 
41. Hore cooperative when wo r king with others • . • . • • • • • ••••• 
42 . More wil ling to exert extra effort . . . • • • • • . . . • . •.• 
43. 
' 44 . 
45. 
46. 
More abh. co cope with the press ur es of time and th e meeting of deadlines • 
More re sour c eful in meeting unexpected situations . 
More tolerant of routine • • • • • • • • • ••••• • 
More accurate in performing assigned tasks 
AFiER CO~LETISG SECT I ON H, PLEASE GO ON TO SECTION HI 
SAANADSO 
SA A NA 0 SO 
SA A SA 0 SO 
SA A SA D SO 
SAASAOSD 
SAAXAOSO 
Section III: ln this section there are several statements concern ing the t hree t ype s of s hortha nd 
systems: alphabetic, symbolic, and machine. Please ans1o1er the question that follo••s 
these statements. 
Using the scale below, plu.se indicat e· by ci r cling t he appropria te l etter at the 
right of each statement the r espons e t ha t most closely reflects your opinion. 
SA - :H r ongly ag•·ee ; statem~nt refl ect:; situation most likely to exi st 
A - agree 
U - undecided--not familiar f!nough 1o1ith s horthand systems to bf! able to indicate a 
pos ition 
0 - disag r ee 
SO - strongly di sag ree ; oppos itf! of statement re flects situation most likely to exist 
t PERSONS \liTH ~ SHORTHAND: 
l. An: unable to attain the s peed s necessary for taking d1c.tat1 on. in an office 
2. Do not transcribe the ir shorthand notf!S accura t ely a nd rap i dly • • • 
). Ar e not s kille d i n the business Engl i sh fundamental s of punctuation, capital-
ization, and s pelli ng . • • . . • . • 
4 . Arl!! unable to take telephone ot:ssages f'.fficiently . 
5 . Are no t familiar lJ ith otfice scyl~ di..:t:nion 
PERSONS WtTH S'::'IBOl.IC 51!0RTIIAND : 
SAAUDSO 
SA A U D S!l 
SAA UDSt> 
SA A L' D St> 
6. Are unable to attiiin the s peeds necessa ry for taking dic tation in an offici! SA A U D SO 
7. Do not transcribe their s horthand notes accurately and r apidly . • • • SA A L" 0 SJ 
8. Are no t skilled in t he b1,1slnes~ English funda:nencal:; of punctuation, capital-
ization, ..1nd spellin g; . S.~ .\ !.: D s: 
9 . Are unablf! t o takf! t~le?nOnf! mo::ssa~P.s f!fftciently ::iA ,\ i.: 0 SJ 
Ar e not :at:~ i liar with office scyle dictation SA A t: D SJ 
PERSONS WITH :·L\CHINE SHOitTHA!lD: 
11. Are unable t o attain th f! spf!ed s necessa r y for taking d i c tation in an office . SA A U D SO 
1 2 . Do not transc ribe their shorthand notes accura t ely and rapidly • . SA A U D St> 
13. Ar e no t s kil led in the business Engl ish fundamentals of punctuation, capital-
izatio n , and s pelling . . . . . . • . • . • . • • . • . . • . . . • SA A U D SO 
14. Are unable to tak e telephone messages efficifo~ntly . SA AU D S!:l 
15 . Are not familiar 1J1th office sty l e dictat i o!l' • • . SA A U 0 SO 
16. Are unab le to make required re visions in [heir shorthand notes 10hen the dicta-
t or change s wha t \o'as o ri g i nally dictated SA. A U 0 SJ 
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SA - atron&lY a&ru 
A- atu• 
PtlSOIISWlT!t~SIIOitTIWitl : 
SO- nrontlY d ba&r ca 
D - dlugru 
tl.lk c t h e dlc tnor ~ .tt-coruc lo.,~ bec a uoe they h•"• the ability to look a ro.,nd 
as they openu t he ir ah<Hth'lnd - chlnu •.•• , •••• • •••• , •• • 
ltl . U• cofflcc po•lllono to alop ly tk•ln u pcrh ncc and a li.Jil before """1"1 011 to 
hl&h aklll-hul j oba tuch • • co .. rt-u portln&, ,, , , , ., . ,,, • • , 
19. h nday to opeuU a nd t ll uJ d1ltraet 1 the dictahr durin&. th~ d1c:tot1on 
procus .. , ..•. , • .. .• , . . ........ , ....•. • , . • 
20. ~:k~o: 1:;!~i .. ~" 100¥C about ."~·~ ~f~l~c. w~r~•:•. • :". c~l~,e~ ~~~ ~o . t~c . "~f~c: ~0 • . 
H. h r oo ••l'cnslvc to opouu bU'IUU of the cott of the pape r tapes a nd ribbons 
SAAUDSD 
SA <I. U D SD 
!'LtASE A."'S\oltl Tli E fOLt.O\IUO(;; !.'hen ou r coopany 1s uckln& pnsons to t.ok c dtc .. rlon an.d tunscrlt.a 
thcl rnou a , "~usually {chock~) 
_htro persons v ho hn·o coop h t cd a cour .. In .o lf>h.obUic ahortlund only. 
_hiu pcuona>~hohawe co•p htoda courulna)"'bgltc•l>orth::.odonly. 
_btu pc.uona v ho h::.~ • c.,.,plcu d a co11 r u In a:~chinc 5horth.:lnd only. 
-:!~•.:;~::: • .::;t~::.:.•oop lctcd a couru in eithe r alphabo.tic o r s)'llbolic ah.ortha nd but 
_ht~c rcr•on~ " "0 have cooophted a COII<U in either slph~bc<lc or •acht no sharthan4 bu t 
notayw.bal lcsiM>nhand. 
_hlrepenonavl>chutco•~le t ed a couru t n c lthns)'l:lb<>llcor ..aclltneah<>rth.andbutnot 
alph.o.botlc ahort lun~. 
_have no pnferonco f or the type o( shorthand ay$t c• the PH ~on pcauuu. 
_hnanopasltlona~.lourflr•vhtchrequlresknavledcc<>fahorthandlnordutoptrfora 
thetsaka ; ul ,ncd. 
If YOU l!AV[ CO)'ff'LETtD S&CTIONS tl A.'fD Itt, YOU NttD NOT COKPL£1'[ stCTI ON IV. PLU.SE CO TO 
"rtN.U.COII:'\t.'ITS'' IIIliCNfOLLOIISECTIONlV. 
Sect i on IV : In s .. ctlon I you lnd i cottd thn you r co•pany bdhvu tha t co~tplotten of ahcnhand 
cnursu dcu not notuur1ly cuanM ,.C c 01p l eyu auccc s~ In office pos it ions In you r 
co'"pany. Pluu cons l det uch o f the !ollc.,l nl natec ents and check thou >~hl ch 
apply to yourr.o11pany. 
1. \.1~ have no poal!hu in our fir•• for " hlch to•r htlo~ d " course In •hcrth•nd h 
noc~uuy In ardor to pufor• the duttu of thou po ~ 1t1cn~. 
2. \o'~ hav~ po• lllon• In our flra for >~hlth co•phtlon of • coune tn shortha nd 11 d oatublo; 
hov~vcr , f o r those poal!lonJ for vhlch CD.,phtlon of • cour ~ e In shorth~nd h not nccu-
ury , v~ do not nek penon• "ho have co•p let~d • course In shonhand 
_). lo'e do not ouk pouons vho hav~ co•p htod a course in shorthand "hen there h IHt.h. 
upectn l o~ of tho uu of s hort hlond tn t"e oH1ce ~o~ ltlons ""ar e attu>pt!nt :o fill since 
11 h •upcrf luous to requtr o • ok t ll for " hlcl> thne "ill be little usc. 
4. II~ do not believe that tho c:ooop l ctlon a( a coun e In ~horthand d~velops &RJ l ptt1 :>1 SktliJ, 
~:~l:!!e:;.~:.:~~! t~~::~~~!~~ he lp dotcr:olnc tuccess on the J ob other than th abllttr to 
?luse u turn tha q~utlonna~Tc In the pre-addressed, n• '"P"d • nvclopc . 
you f or coopht1Gt thh quentonn;alu. 
Jon Ackley 
tus lne u Education Deparuocnt, u:1C H 
Utah Stne Uf\lvuolty 
Lo t an, UT Ull2 
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UT A H STATE UNIVERSIT Y 
DEPARTMENT OF 
BUSINESS EDUCATION 
Date 
COLLEGE OF BUSINESS 
UMC 35, LOGAN, UTAH 64322 
Phone (!101) 752·41 00 Ext. 7988 
Name 
Title 
Company Name 
COVER LETTER FOR 
and Address 
Ci t y , UT ZIP 
INITIAL MAI L ING 
YOUR PARTICIPATION IN STATE-WIDE SURV EY 
As a bus iness person, you learned long ago that the difference between 
progress and stagnation 1 i es i n research . The need for research is es pe-
cia ll y importan t in business and office education whe re progr ess is 
imperative. 
Our schools have an obligation to provide you with competent , employable 
people who can keep pace with the progress your company is making. In an 
attempt to provide your office with better qua l ifi ed employees and to im-
prove business and office education in high schoolsy per sonnel at Utah 
State University are conducting a state-wide study . The purpose of this 
study is to gather data to determine whethe r shorthand is used as an empl oy-
ment screening device and what shorthand systems are acceptable to empl oyers. 
Your knowledge and your opinion are important to us at Utah State. It is 
importan t that the educutional preparation of office workers be closely 
related to the needs and wants of the business world. 
You and your company are representative of the type and size of businesses 
selected to be a part of this state-wide study. Thus, it is extremely im-
portant that we obtain your response. The information received from you 
wi ll be held in str ict confidence and will only be used to he l p accomplish 
the stated purposes of the study. 
When you have completed the question naire, pl ease return it i n the stamped, 
pre-addressed envel ope. If you would like a copy of the results of th i s 
survey, please fill i n the request form which is also enclosed and return 
it with the completed ques tionnaire. A copy of the findings wi ll be mailed 
to you when they become available. 
Your assistance in answering and returning th i s ques ti onnaire will be greatly 
appreclated . 
OR . LLOYD BARTHOLOME 
DIRECTOR, GRADUATE PROGRAMS IN 
BUSiNESS EOUCAT!Otl 
Enclosures 
JON ACKlEY 
DOCTORAL STUDENT AND GRADUAT E 
TEACHING ASSISTANT 
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FIRST FOLLOW-UP (POST CARD) 
Two weeks ago we requested that you par·ticipate in a 
state-wide survey to determine whether employers use 
shorthand as an employment criterion. We believe that 
your opinion is of vital importance in making this 
study comprehensive in scope. 
Would you please take a few minutes to complete that 
questionnaire and return it as soon as possible. It 
is extremely important that we havE your responses to 
this state-wide survey. 
Your cooperation in this study will be greatly appre-
ciated. 
THIRD FOLLOW-UP (POST CARD) 
Jon Ackley 
Bus. Ed. Dept. 
Utah State University 
About six weeks ago you received a questionnaire asking 
you to supply data concerning the use of shorthand as 
an employment criterion. Maybe you forgot about sending 
it back or maybe you felt that it was not appl i cable in 
your s ituation. Whatever the reason, the information 
which you could supply is valuable. It will help to 
update the business curriculum in high schools throughout 
the state. In turn, these same high schools will be bet-
ter able to provide your offices with well-prepared 
office workers. 
Would you complete the questionnaire and return it at 
your earliest convenience. Your responses will be 
s incerely appreciated. 
Jon Ackley 
Bus. Ed. Dept. 
Utah State University 
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DEPARTMENT OF 
BUSI NESS EDUCATION 
Date 
Name 
Title 
Company Name 
and Address 
City, UT ZIP 
YOUR HElP IS NEEDED: 
UT A H ST A TE UNIVERSIT Y 
COLLEGE OF BUSINESS 
UMC 35, LOGAN, UTAH 84322 
Phone (801) 752·41 00 Ed. 7188 
COVER lETTER FOR 
SECOND FOlLOW - UP 
Most of us agree that quality education i s a responsibility s hared by all 
of us . In a state such as Utah, where there is a myriad of bus i nesses 
and industr i es. it is important that educators and empl oyers exchange ideas 
and data in an effort to prepare our youth for future employment. 
On May 15 a brief questionnaire was mailed to you to obtain your opinion 
concerning the use of shorthand as an employment criterion. Data received 
thus far from participating businesses and industries are already establish-
ing a trend. However, for each questionnaire that is not returned, the 
s i gni fica nce of the study is reduced considerably. Therefore; we are send-
ing you another questionnaire. Will you please take a few minutes to complete 
it. Even if you have only a small office staff and do not require shorthand 
for employment, it is important that the questionnai re be completed and 
returned. 
Please take the time now to see that your company and your industry are 
represented . Your responses will help business educators to update the 
business curriculum in high schools throughout the state of Utah. 
When you have completed the questionnaire, please return it in the stamped, 
pre-addressed envelope. If you would like a copy of the resu l ts of this 
survey . please fill in the request form which is also enclosed and return 
it with the completed questionnaire. A copy of the findings wi ll be mailed 
to you when they become availab l e . 
Your assistance i n answering and returning this questionnaire wil l be 
greatly appreciated. 
DR. LLOYD BARTHOlOME 
DIRECTOR, GRADUATE PROGRAMS IN 
BUSINESS EDUCATION 
Enclosures 
JON ACKlEY 
DOCTORAl STUDENT AND GRADUATE 
TEACHING ASSISTANT 
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UTAH STATE UNIVERSIT Y 
DEPARTMENT OF 
BUSINESS EDUCATION 
Date 
COLLEGE OF BUSINESS 
UMC 3S,l0GAN, UTAH 84322 
Phone (801) 752·C 100 Ext. 7988 
Name 
Ti t l e COVER LE T T E R FOR 
Campa ny Name 
and Address 
City, UT ZI P 
FOUR T H FOLLOW-UP 
YOUR OPINION CAN MAKE A DIFFERENCE: 
Several weeks ago we sent to you a quest i onna i re ask i ng for your 
opinion concerning t he use of shorthand as an empl oyment r equire-
men t. A great many employers througho ut the state of Utah have 
answer ed our inquiry and have prov i ded us with much usable i nfor-
mation which was not avai l able anywhere else. 
However, we have not heard from you. Your opin ion can make a big 
difference in he l ping to update the hi gh school business education 
programs throughout the state. 
Your pub 1 i c schoo 1 s have an ob 1 i ga tion to provide you with competent. 
employable people who can help your company grow and prosper. Only 
through close cooperation with people like yourself can the business 
educators in the state of Utah prepare these future workers. 
Won't you please take a few minutes now to complete and retur~ the 
enclosed questionna i re. Your input is not only desired but i s truly 
needed in order to insure that t he best poss i ble educational program 
is developed and offer ed to the youth of our state. 
When you have compl eted the questionnaire , pl ease retu r n i t in the 
stamped, pr e-add ressed envelope. Your assistance i n answer i ng and 
returning t his questionna i re wi ll be gr eat l y app r ec i ated . 
OR. LLOYD BARTHOLOME 
DIRECTOR, GRADUATE PROGRAMS IN 
BUSINESS EDUCATION 
Encl osures 
JON ACKLEY 
GRADUATE TEACH ING ASSISTANT 
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EMPLOYER QUESTIONN.URE TO DETERMINE USE OF 
SHORTHAND AS AN EMPLOYMENT CRITERION 
Section I : Please read and consider the following stateaent. Then read each of the possible 
responses to this statement. Please mark only ONE response by choosing the state-
aent that is closest to your company's pos ition. In no ~y vill the results of this 
study be identified vith a particular company or person. 
' 
"Our company believes that we are getting a better office worker if that office worker bas 
completed one or more cou.rses in shorthand. 11 
We agree vitb this statement, and ve prefer to hire a person vbo bas completed a course 
-----in shorthand even when there may be a limited need to use shorthand in order to perform 
the tasks associated vitb the office position. 
We agree vitb this statement and ve make a concerted effort to hire a person who bas 
-----completed a course in shorthand even though we doubt be/she will use shorthand i n the 
office position. 
We do not agree with this statemen~as we feel that the completion of a shorthand course 
-----does not develop any special skills, knowledges, and/or attitudes which help determine 
success on the job other than the ability to take and transcribe shorthand. 
If you checked either the first or second statement, plea.se go to Section II. If you checked 
the last statement , please go to Section III on the third page. 
Section II: Using the scale below, please indicate by circling the appropriate letter scale at the 
right of each statement the response which most closely reflects your opinion. For 
your convenience, the introductory clause i s repeated at frequent intervals. Please 
read the introductory clauslts carefu~ly as they change their emphasis each tim.e . 
In this section, "PERSONS WITH SHORTHAND" ar~ persons who have completed a course in 
one of the various shorthand systems such as alphabetic, symbolic, or machine short-
hand. "PERSONS WITHOUT SHORTHAND" are persons who have not completed a course in 
shorthand. 
SA - strongly agree; statement reflects s ituation most likely to occur 
agree A-
NA 
D-
SD -
neither agree nor disagree as completion of (or not enrolling in) a course in 
shorthand is not related to knowledge, skill, or attitude emphas ized in statement 
disagree 
s trongly disagree; opposite of statement reflect s situation most likely to occur 
Knowledges and Skills 
COliPARED TO PERSONS WITHOUT SHORTHAND, PERSONS WITH SHORTHAND ARE: 
1. More proficient in applying correct punctuation, g:ammar, and capitalizat ~on 
ru~es ............ .. ........... . ........ .. SA A liA D SD 
2. More proficient in dictating to others or to dictating equipment SA A NA D SD 
3. More proficient in the preparation of typewritten material when using a trans-
cribing machine • . • . . • • . • . . . • • • . • • • • • . SA A NA D SD 
4. More skillful in recording te~ephone messages correctly and legibly SA A NA D SD 
5. More effective i n greeting callers to the business office SA A NA D SD 
6. More profi cient in using reference manuals and handbooks SA A NA D SO 
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SA - strongly agree 
A - agree 
NA - neith e r agree nor 
di s agree 
SD - strongly di s agree 
D - disag r ee 
COMPARED TO PERSONS !!..!.!!! SHORTHAND, PERSONS WITHOUT SHORTHAND ARE: 
7 . Ho r e capable in following dir e.ctiona .... •••• 
8. More profic i ent i n the preparat i on of letters and interoffice communica tions 
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SA A NA D SO 
9. Mo r e competent in using oral communication skills . s uch as dict i on, enunc ia-
tion, and pronunciation • • • • . • , , . • . . .••• •• ••• 
10. More ski llful in composing r ou tine office correspondence .••••••• 
11. More proficient in applying correct telephon e technique ••• •• ..• . 
SA A NA D so 
SAANAD SD 
SAANADSD 1 
12. More pr o ficient in the prepara t ion o f typeVTitten business forms such as 
invoices and statements ... . • •• , 
COMPARED TO PERSONS WITHOUT SHORTHAND, PERSONS W"ITH SHORTHM'D: 
13. Possess a higher level of "all around" typing abil i ty •• 
14. Produce m.ailable copy i n less time when us ing t ranscribing machines . • 
15 . Possess more proficient dictat ing skil ls .•••• • • 
16 . Understand better the funct i on a nd role of thei r positions within the off i ce 
system • • • • •. 
17 . Pr ioritize t a sks i n a more effective and systematic manner 
COMPARED TO PERSONS .!i!.!!!_ SHORTHAND, PERSONS WITHOUT SHORTHM'D: 
SA A NA D SO 
SAANA DSD 
SA ANA DSD 
SA A NA D SO 
SAANAOSO 
SAANADSD 
18. Possess lllo r e effective problem-solving ski lls . SA A N,\ 0 SO 
19 . Utilize correc t business style for co r responden ce and memoranda mo r e frequently SA A NA D SO 
20. Organize a nd ma i nta i n work schedules more eCfect1.vely • . • . • • • • SA A NA D SO 
21. Type more efficient l y from ha ndVTitten r ough drafts of correspondence, repor ts , 
-~~ ~AUDU 
22 . Possess a broader bus i ness vocabulary . SA A NA D SO 
COMPARED TO PERSONS WITHOUT SHORTHAND, PERSONS !:!..!!!. SHORTHAND: 
23 . Show more re sp ec.t for conf i dentiality . 
24 . Cope bet t: er with the pres.sures of simult a neous tasks • • 
25. Ut i liz: e COllll!lon s ense to a greater degree when performing ass i gned ' tasks . 
26. Possess lllore of a " Best: Effort:" r ather t han a "Get By" attitude. . 
27. Exhibit greate r poise in unexpected situations 
28. Bring greater intelligence to t heir positions . 
COMPARED TO PERSONS \.'ITH SHORTHAND, PERSONS WITHOUT SHORTHAND: 
29. Exhibit more: self-confidence i n the ir ability to perform thei r dutie s . 
30. Exh ibit better jud~ent 
31. Demonstrate greater i nter e::;r. in impr oving self and job 
32 . Accept criticism more readily . 
33 . Perfo r m t.asks >~ith greate r efficiency . 
34 . Show more initiative 
COMPARED TO PERSONS I.'ITHOUT SHORTHAND, PERSONS WITH SHORTHAND ARE: 
;35 . More able to wo rk without direct supe rvis i on • , 
36. More adaptable to various employment env1romnent:s . 
37. More tactful wh en deal i ng "'ith others . 
38 . Mo re able to work vith many int e rrup t i ons • 
39. More dependable in completing assigned tasks 
40 . More ent hu s iast ic about t heir work 
SA A NA 0 SO 
SA A NA 0 SO 
SA A NA 0 SO 
SA A NA 0 SO 
SA A NA 0 SO 
SA A NA D SO 
SA A NA 0 SO 
SAANAOSD 
SA A NA 0 SO 
SA A NA 0 SO 
SA A NA 0 SO 
SA A NA D SO 
SA A NA D SO 
SA A NA 0 SO 
SA A NA D SO 
SAANA O SO 
SA A NA 0 SO 
SAANAOSD 
SA - st rongly agree 
A - agree 
NA - neither agree nor 
disagree 
SO - strongly disagree 
D - disagree 
COMPARED TO PERSONS WITH SHORTHAND , PERSONS WITHOUT SHORTHAND ARE: 
41. More cooperative when working with others . • •••••• 
42. More willing to exert extra effort ••••... ~ .•.• .. •....• 
43. More able to cope with the pressures of time and the meeting of deadlines . 
44. More resourceful in meeting unexpected situations •• 
45. More tolerant of routine ••••••• 
"· 
More accurate in performing assigned tasks 
AFTER COMPLETING SECTION II, PLEASE GO ON TO SECTION III 
SAANADSD 
SA A NA D SO 
SAANADSD 
SAANADSD 
SA A NA D SO 
SAANADSD 
Section III: In this section there are several staten~ents concerning the three types of shorthand 
systems: alphabetic, s}'lllbol ic, and machine. Please answer the question that follo~o·s 
these staten~ents. 
Using the scale below, please indicate by circling the appntpriate letter at the 
right of each statement the re sponse that 1110St closely reflects your opini on. 
SA - strongly agree; statement reflects s ituation II!OSt likely to exist 
A - agr ee 
U - undecided--not fatlliliar enough \Jith shorthand syste111s t o be able to indicate a 
position 
D - disagree 
SD - st~ongly disagree; opposite of statement r eflects situation most likely to exist 
PERSONS WITH ALPHABETIC SHORTHAND : 
1. Are unable to attain the speeds ne cessary for taking dictation in an office . 
2. Do not transcribe their shorthand notes accurately and rapidly 
3. Are not skilled in the business English fundamentals of punctuation, capital-
ization, and spell ing . . • • • • 
4. Are unable to take telephone l!lessages efficiently . 
5 . Are not. familiar with office style dictation •• 
PERSONS WITH ~ SHORTHAND : 
6. Are unable to attain the speeds necessary for taking dictation in an offic~ . 
7. Do not transcribe th~ir shorthand notes accurately and r apidly 
8. Are not skilled in the businesli English fundame.ntalli of punctuation, capital-
ization. and spelling . 
9 . Are unable to take telephone messages efftciently . 
10. Are not familiar with office style dictation 
PERSONS WITH ~\CHINE SHORTHAND : 
11. Are unable to attain the speeds necessary for taking dictation in an office • 
12. Do not transcribe their shorthand notes accurately and rapidly ... 
, 13. Are not sk.ill~d in the business English fundamentals of punctuation, capital-
ization, and spelling . . • • ••• 
14. Are unable to take telephone messages ~fficiently . 
15. Are not familiar with office style dictation ••• 
16. Ar e unab le to make required revisions in their shorthand notes when the dicta-
tor changes what was orig inally dictated 
SAAUDSD 
SA A U D SD 
SAAUDSD 
SAAUOSD 
SA A 1:" D SD 
SAAUOSD 
SA A li D SO 
SAALDSD 
SA A t: D S::l 
SA A U D S:> 
SAAUDSO 
SAAUDSO 
SAAODSO 
SA A U D SO 
SA A U D SO 
SAAUDSD 
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SA - strongly agree 
A - agree 
PERSONS WITH MACHINE SHORTHAND : 
U - undecided SD - strongly disagree 
D - disagree 
17. Make the dictator self-conscious because they have the ability to look around 
as t t1ey operate their shorthand machines • • • • . . • . • . • . • , SA A U D SO 
18. Use office positions to simply gain e Kperience and skill before moving on to 
high skill-level jobs such as court reporting , , •• , , • , . • SA A U D SO 
THE SHORTHAND MACHINE: 
19. Is noi s'y t.o ope rat e and thus distract s the dictator during t he dictation 
process . • • , • • • • • • . . . . • • • • • SA A U D SO 
20. Js too bulky to mov l!! about when office vorkers are callted tnto the office to 
take dictation • , • , , , • , . • . , .••• , •.• , SA A U D SD 
21. I s too expe nsive to operate because of the cos t of the pape r tape s and ribbons SA A U D SD 
PLEASE ANSWER THE FOLLOWING: When ou r company i s se~king persons to take dictation and tr anscribf' 
their notes, we usua lly (check one) 
__ hiJ;;e pe rsons who have completed a course in alphabetic shorthand only. 
hire persons who havl!! completed a cour se in symboli c shorthand only. 
hire persons who have completed a co ur se in machine shorthand only. 
__ hire persons who have completed a course in either alphabetic or symbolic shortha nd but 
not machinte shorthand. 
__ hire persons who have comp leted a c ourse in either alphabetic or machine s hort hand but 
not symbolic shorthand. 
__ hire per s ons who have completed a course in either symbolic or machine shorthand but. not 
alphabetic shorthand. 
have no preference fo r the type of s hor t ha nd system the person possesses. 
have no positions in our firm whic h require a knowledge of shorthand in orde r to pe rfonn 
the tasks assigned. 
IF YOU COMPLETED BOTH SECTION S II AND III, YOU NEED NOT COMPLETE SECTION IV--PLEASE GO TO 
"FINAL CONMENTS " WHICH FbLLOW SECTION IV. IF YOU C6:iPLETED ONLY SECTION Ill, PLEASE GO TO 
SECTION IV. 
Sec ti on IV: In Sf!ctton I you indicated t ha t your l':ompany be l ieves that t he completion of s hor~hand 
coursP;s does not necessarily gua r an t ee e!Dpl oyee s u ccess in o ffice po s i tions i n your 
company . Plea s e conside r each of t he fo l lowing state!Dents a nd check t hose which 
.apply to your company . 
_ 1 . We have no positions i n ou r firm f or whi ch CO!Dplet l on o f a cour se i n s horthand is necessary 
i n o rd e r to perform the duties of tho s e po s itions . 
_2 . We have posit i ons in our f i rm fo r which co111pletion of a course. in sho r thand i s desirable ; 
howev~r . for those pos i tion s for wh ich co1npl e tion of a cc.ur se in s ho r thand is not nece s -
sa r y, we do not seek pe r sons who have completed a co ur s e i n shorthand. 
_3 . We do not sl!ek per sons who have co!Dpleted a cour se in s hor thand when there i s little 
eKpecta.tion of t hl! use of s hor t ha nd i n the off i ce positions we are. attemptin g to fill since 
it is superfluous to req uire a skill fo r which there will be little use . 
FINAL COMMENTS : Title of Person Complet ing Que s tionnaire (will no t be 
reported in study). Pleas e retu rn the completed quest i onnaire in the pre-
addressed, stamped envelope. Thank you fo r completing the questionnair e . 
Jon Ackley ' 
Business Education Oep.:~rtment , UMC 35 
Utah State University · 
Logan, UT 84322 
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Tabl e 45 
Results of Non-s ignifi cant Fisher LSD Tests 
for Differences within the SIC 
Treatment Variable for 
Combined Competency 
Statements 
Comparison of SIC's with Accompanying Means 
Mining { 3.2500) 
Construction (3.0000) 
Manufacturing (3.4000) 
Who l esale Trade (3.0000) 
Finance, Insurance, and Real Estate (3.3478) 
Services (3.5714) 
Cons truction (3.0000) 
TransportatiOR , Corrrnun1cat ion, and Other Public 
Utilities (2.6000) 
Wholesale Trade (3.0000) 
Retail Trade (2 .7143) 
Ma nu facturing (3.4000) 
Finan ce, Insurance, and Real £state (3.3478) 
Services (3.5714) 
Trans portation, Corrmunication, and Other Public 
Utilities {2.6000) 
Retai 1 Trade {2.7143} 
Wholesale Trade (3 . 0000) 
Retail Trade {2.7143} 
Finance , Insurance, and Real Estate {3.3478} 
Senices (3.5714} 
Difference 
Between Means 
.2500 
·.1500 
.2500 
.0978 
.3214 
.4000 
.0000 
.2857 
.0522 
.1714 
.1143 
.2857 
.2236 
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Fisher 
Va l ue 
.11369 
.4221 
.11080 
.3865 
.4472 
.4068 
.3206 
. 3693 
.2703 
. 3516 
.4178 
.3345 
.3080 
Table 46 
Results of Non-signifi cant Fi sher LSD Tests 
for Differences within the SIC 
Treatment Variable for 
Competency Statements 
under Knowledges 
and Skill s 
Comparison of SIC's with Accompanying Mea ns 
Mi ning (3.5000) 
Manufacturing (3.4000) 
Trans por tation, Corrmunication, and Other Public 
Utfl ities (3.4000) 
Wholesale Trade (3.2308) 
Re tail Trade (3.2857) 
Finance, Insurance, and Real Estate (3.3913) 
Services {3.4286} 
Manufacturing (3.4000) 
Tran sportation, COimlunication, and Other Public 
Ut il Hies (3.4000) 
Wholesale Trade {3.2308) 
Retail Trade {3.2857) 
Finance, Insurance, and Real Estate (3.3913) 
Services (3.4286) 
Transportation, Conrnunication, and Other Public 
Utilities (3 . 4000) 
Wholesale Trade (3.2308) 
Retail Trade (3 . 2857) 
Finance, Insurance, and Real Estate (3.3913) 
Services ( 3.4286) 
Wholesale Trade (3.2308) 
Retail Trade (3.2857) 
Finance, Insurance, and Real Estate (3.3913) 
Se rvices (3.4286) 
Retail Trade (3.2857) 
Finance, Insurance, and Real Estate (3.3913) 
Services (3.4286 ) 
Finance, Insurance, and Real Estate (3.3913) 
Services (3 .4286) 
Oi fference 
Between Means 
. 1000 
.1000 
.2692 
. 2143 
. 1087 
.0714 
. 0000 
.1692 
.1143 
.0087 
.0286 
.1692 
. 1143 
.0087 
.0286 
.0549 
.1 605 
.1978 
.1 056 
.1429 
.0373 
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Fisher 
Valu e 
.4 585 
.51 99 
.4431 
.4857 
.4198 
.4857 
.4245 
.3260 
. 3819 
. 2936 
.3819 
.4078 
.4539 
.3824 
.4539 
. 3633 
.2689 
.3633 
.3345 
. 4142 
.3345 
Table 47 
Results of Non- significa nt Fi sher LSD Tests 
for Differences wi thin the SIC 
Treatment Variable for 
Competency Statements 
under Attitudes 
Comparison of SIC's with Accompanying Means 
Min ing (3.2500) 
Construction (3.0000) 
· f1anufac turing (3 . 5000) 
Transportation, Corrmunication, and Other Public 
Utilities (3 . 6000) 
Wholesale Trade {3.2308) 
Retai l Trade (3.2857) 
Finance, Insurance, and Real Estate (3.3044) 
Construct i on (3.0000) 
Wholesale Trade {3.2308) 
Rehil Trade (3.2857) 
Finance, Insu rance, and Real Estate (3.3044) 
Manufacturing (3 .5000) 
Transportation , Corrmunication, and Other Public 
Utilities (3.6000} 
Wholesale Trade (3.2308) 
Retail Trade (3 . 2857) 
Finance, Insurance , and Real Estate (3.3044) 
Services (3.8571) 
Transportation, Corrmunication, and Other Public 
Utilities (3.6000) 
Who l esale Trade (3.2308) 
Retail Trade (3.2857) 
Finance, Insurance, and Real Estate (3.3044) 
Services (3.8571) 
Wholesale Trade (3.2308) 
Retai 1 Trade (3 .2857) 
Finance, Insurance, and Real Estate (3.3044) 
Retail Tt·ade (3.2857) 
Finance, Insura nce , and Real Es tate (3.3044) 
Di ffe rence 
Between Means 
.2500 
.2500 
.3500 
. 01 92 
.0357 
. 0544 
.2308 
.2857 
. 3044 
.1000 
.2692 
.214] 
.1 956 
.3571 
. 3692 
.3143 
.2956 
.2571 
.0549 
.0736 
.01 87 
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Fi sher 
Va l ue 
. 4862 
.4697 
.5326 
.4539 
.4976 
. 4301 
.3567 
.4109 
.3259 
. 4348 
.3339 
. 3912 
. 3007 
.3912 
.4178 
.4649 
.391 7 
. 4649 
.3722 
.2755 
. 3427 
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Append i x H 
Means and Standard Deviations for 46 Statements of Competency 
by the Category of Knowledges and Skills 
Statement 
Number Competency Statement Mean 
NOTE: The likert-type scale which followed the competency statements was assigned a value of 5, 4, 3, 2, 1, beginning with 
the "strongly agree" category, with "strongly disagree" receiving a value of 1 for those statements preceded by 11 Compared 
to persons without shorthand, persons with shorthand." The value for the categJries in the Likert-type scale was reversed 
for those statements preceded by "Compared to persons with shorthand, persons without shorthand." Thus, a high mean for a 
particular statement preceded by the latter phrase would indicate a reverse emphas is. 
KNOWLEDGES AND SKILLS: 
15 
14 
11 
I 3 
22 
Compared to persons without shorthand , persons with shorthand are more skillful in recording telephone 
messages correctly and legibly. 
Compared to persons without shorthand, persons with shorthand possess more efficient dictating skills. 
Compared to persons without shorthand , persons with shorthand are more proficient in the preparation 
of typewritten material when \ISing a transcribing machine . 
Compared to persons without shorthand, persons with shorthand are 1119re proficient in dictating to 
others or to dictating equipment. 
Compared to persons without shorthand , persons with shorthand are more proficient in applying correct 
punctuation, gramma r, and capitalization rules . 
Compared to persons without shorthand, persons with shorthand produce mailable co-y in less time when 
using transcribing machines . 
Compared to persons with shorthand, persons without shorthand are more proficient in applying correct 
telephone technique. {Due to mean value, respondents have given reverse emphasis to this statement.) 
Compared to persons without shorthand, persons with shorthand possess a higher l evel of "all around" 
typing ability . 
Compared to persons with shorthand, persons without shorthand possess a broader business vocabulary. 
(Due to mean value, respondents have given reverse emphasis to this statement.) 
3.8077 
3.8077 
3. 7949 
3. 7821 
3.7180 
3. 5000 
3.4103 
3. 3462 
3. 3462 
Standard 
Deviation 
.8687 
. 6849 
. 7789 
. 7499 
• 7712 
. 8018 
.6120 
.8949 
.8502 
ex; 
N 
Appen dix H Continued 
Statement 
Number 
19 
10 
20 
21 
18 
Competency Statement 
Compared to persons with shorthand, , persons wi thout shorthand uti 1 i ze correct business style for 
correspondence and memora nda more frequent l y . (Due to mean va l ue, respondents have given reverse 
emphasis to this sta t emen t. ) ' 
Compa red to persons wi th shorthand, persons wi thout shorthand are more ski l lful in composing 
routine of fice co r respondence . (Due to mean value, responden t s have given reserve emphasis to 
t hi s statement.) 
Compared to persons with shorthand , persons without shorthand organize a:-~d maintain work schedules 
more effectively. (Due to mean value, respondents have given reve r se emphasis to this statement.) 
Compared to persons with shorthand, persons without shorthand type more efficiently from handwrit ten 
rough drafts of correspondence , · reports, and forms . (Due to mean value, respondents have given 
reverse emphasis to this statement.) 
Compared to persons with shorthand, persons without shorthand possess more effective problem solving 
skills. (Due to mean value , respondents have given reverse emphasis to this statement.) 
Compa red to persons with shorthand, persons without shorthand are mo r e capable in foll owi ng directions . 
(Due to mean va l ue . respondents have given reverse emphasis to this statement.) 
12 Compared to pe r sons with shorthand, persons without shorthand are mo r e prof i c i ent in the preparation 
of typewr i tten bus i ness forms such as invoices and statements. (Due to mea n value , r espondents have 
given r eve r se emphasis t o this statement.) 
Compared t o persons with shor thand, persons without shorthand are more competen t in us i ng ora l COITITl un-
ication sk ill s s uch as d i c t ion , enunciation , and pronunciat i on. (Due to mea n va lue, r es pondents have 
g i ven r everse emphas i s to th i s statement.) 
Compared to persons with shorthand, persons without shorthand are more proficient in the preparation of 
l ette r s and i nteroff i ce cofTJTlun i cations . {Due to mean value, respondents have given reverse emphasis t o 
this statement.) 
17 Compared to pe r sons without shorthand, persons with shorthand prior itize tasks in a more effec t ive and 
systematic manner. 
16 Compared to persons without shorthand, persons with shorthand understand better the funct i on and ro'le 
of their positions within the office system. 
Standard 
Mean Deviation 
3.3333 .8778 
3. 3205 .8753 
3 . 3077 . 5879 
3. 2949 .854~ 
3.2949 .6265 
3 . 2821 . 8042 
3.2692 .6964 
3.2051 .8430 
3.1539 1.0578 
3.1410 . 7512 
3.0769 . 7520 
CX> 
w 
Append i x H Conti nued 
Statement 
Number Competency Statement Mean 
Standard 
Deviation 
Compared to persons without shorthand , persons with shorthand are more proficient in using reference 
manua l s and handbooks. (Due to mean value, respondents have given reverse emphasis to this statement.) 2.9745 . 7381 
Compared to persons without shorthand, persons with shorthand are more effective in greeting callers 
to the business office . (Due to mean value, respondents have given reverse emphasis to this statemen t >. 2.9.103 .7418 
co 
... 
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Statement 
Number 
Appendi x I 
Means and Standard Dev iati ons for 46 Statements of Competency 
by t he Catego ry of At t i t udes 
' Competency Statement Mean 
NOT£: The Likert-type sca l e which followed the competency statements was assigned a value of 5, 4, 3, 2, 1, beginning with 
the "strongly agree" category, with "strongl y disagree" recei ving a value of 1 for tho se statements preceded by "Compared 
to persons without shorthand, persons with shorthand . " The value for the categories in the likert-type scale was reversed 
for those statements pr eceded by "Compared to persons with shorthand , persons without shorthand." Thus, a high mean for a 
particular statement preceded by the latter phrase .,.1ould indicate a reverse emphas i s. 
ATTITUDES 
33 Compared to persons with shorthand, persons without shorthand perform tasks with greater efficiency. 
(Due to mean value , respondents have given reverse emphasis to this statement.) 
26 Compared to persons without shorthand, persons with shorthand possess more of a "Best Effort" rather 
than a "Get By" attitude. 
36 Compared to persons without shorthand, persons with shorthand are more adaptabl e to various employ-
ment environments. ' 
28 Compared to persons without shorthand, persons with shorthand bring greater i nte ll igence to thier 
pas iti ons. 
46 Compared to persons with shorthand, persons without shorthand are more accurate in perfonning 
assigned tasks. (Due to mean value, respondents have given reverse emphasis t o this statement.) 
30 Compared to persons with shorthand, persons without shorthand exhibit better judgment . (Due to mean 
va l ue, respondents have given reverse emphasis to this statement.) 
32 Compared to persons with shorthand, persons without shorthand accept criticism roore readily. (Due to 
mean. value, respondents have given reverse emphasis to this statement.) 
35 Compared to persons without shorthand, persons with shcrthand are more ab l e to work without direct 
supervision. 
3.3671 
3.3590 
3. 3205 
3 . 3077 
3 . 3077 
3.3077 
3.3077 
3.2946 
Standard 
Deviation 
.4195 
• 7555 
• 7296 
. 7082 
.6896 
.6508 
.5654 
. 4090 00 
CTI 
Appendi x I Co ntinued 
Statement 
Number 
43 
44 
31 
42 
41 
38 
29 
34 
24 
45 
39 
27 
Competency Statement 
Compared to persons with shorthand, persons without shorthand are more able to cope with the 
pressures of time and the meeting of deadlines. (Due to mean value, respondents have given reverse 
emphasis to this statement.) 
Compared to persons with shorthand, persons without shorthand are more resourceful in meeting 
unexpected situations. (Due to mean value, respondents have given reverse emphasis to this 
statement. I 
Compared to persons with shorthand. persons without shorthand demonstrate greater interest in 
improving self and job. (Due to mean value, respondents have given reverse emphasis to this 
s ta temen t. ) 
Compared to persons with shorthand, persons without shorthand are more wi 11 i ng to exert extra 
effort. (Due to mean value, respondents have given reverse emphasis to this statement.) 
Compared to persons with shorthand, persons without shorthand are more cooperative when working 
with others. (Due to mean value, respondents have given reverse emphasis to this statement.) 
Compared to persons without shortha nd , persons with shorthand are more able to work with many 
interruptions. (Due to mean value, respondents have given reverse emphasis to this statement.) 
Compared t o persons with shorthand, persons without shorthand exhibit more self- confidence in 
their ability to perform their duti es. (Due to mean value, respondents have given reverse emphasis 
to this statement.) 
Compared to persons with shorthand, persons without shorthand show more initiative. (Due to mean 
value , respondents have given reverse emphasis to this sta tement. ) 
Compared to persons without shorthand, persons with shorthand cope bette; with the pressures of 
simultaneous tasks. 
Compared to persons with shorthand, persons without shorthand are more tolerant of routine. (Due 
to mean value, respondents have given reverse emphasis to this statement.) 
Compared to persons without shorthand, persons with shorthand are more dependable in completing 
assigned tasks. 
Compared to persons without shorthand , persons with shorthand exhibit greater po i se in unexp t ected 
situat i ons. 
Standard 
Mean Deviation 
3.2821 . 7542 
3.2821 • 7189 
3. 2821 . 7006 
3.2692 . 6581 
3. 2692 .6174 
3.2436 • 7241 
3.2308 . 8046 
3.2281 • .4556 
3.2 180 .8628 
3.2051 .6906 
3.1923 .6849 
00 
3.1539 • 7221 
...., 
Appendix I Continued 
Statement 
Number 
40 
23 
25 
37 
Competency Statement 
Compared to persons without sho rtha nd, persons with shorthar~d are more enthus i astic about thei r 
work. 
Compared to persons without shorthand , persons with shorthand show more respect for confidentiality. 
Compared t o persons wi thout shorthand, persons with shorthand utilize coiTIOOn sense to a gr ea ter 
degree when performing assigned tasks. 
Compared to persons without shorthand, persons with shorthand are roore t act ful when deal ing with 
others . (Due to mean value, r espondents have given reverse emphasis to this statement . ) 
Standard 
Mean Deviation 
3.1410 .6974 
3.0000 • 7025 
3. 0000 .6838 
2 . 9872 . 6545 
CX> 
CX> 
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Statement 
Number 
Appendix J 
Mean s and Standard Deviations for 21 Statements of Weaknes ses 
of Three Systems of Shorthand 
Weakness Mean 
NOTE: The Likert-type sca l e which followed the statements of weaknesses was assigned J va lue of 5, 4, 3 , 2, 1, beginning with 
the "strongl y agree" ca tegory , with "strongly disagree" r eceivi ng a value o f 1 . Thus a hi gh mean would indica t e a weakness 
while a statement of a weakness with a l ow mean value would not indicate a weakness. 
PERSONS WITH ALPHABETIC SHORTHAND: 
Are unable to at tain the speeds necessary for taking d i ctation in an office. 
Do nat transcribe their shorthand notes accurately and rapidly. 
Are not famili ar with office style dictation . 
Are not sk ill ed in the business English fundamentals of punctuation, capita lization, and spell i ng. 
Are unable t o take telephone messages efficientl y . 
PERSONS WITH SYIJBOLIC SHORTHAND : 
Do not transcribe their sho r thand notes accurately and rapidly. 
Are not skilled i n the business English fundamentals of punctuation , capi talization, and spelling. 
10 Are not familiar with office style dictation . 
Ar e unable to attain the speeds necessary for ta king dictation in an o ffi ce. 
Are unab le to take telephone messages efficiently. 
2.8992 
2.8235 
2. 7227 
2.6639 
2. 5966 
2.4034 
2. 395D 
2. 3866 
2. 3698 
2. 3361 
St andard 
Deviation 
• 7410 
. 5771 
.6096 
.6281 
. 6151 
.68D5 
.6407 
. 6524 
.8323 
.6>24 
~ 
0 
Appendix J Co ntinued 
Statement 
Number 
PERSONS WITH MACHINE SHORTHANO : 
Weakness 
18 Use offi ce positions to simply gain experience and s kil l befo re mo ving on to high skill-level jobs 
such as cour t reporting. 
16 Are unable t o make r equired revisions in their shorthand notes wh en the dictator changes what was 
originally dictated. 
17 Ma ke the dictator self-conscious because they have thE ability to l ook around as t hey operate their 
shorthand machines . 
15 Are not famili ar with office style dictat ion. 
12 Do not transcri be thei r shorthand note s accu rately an d rapidly . 
14 Are unable t o take 'tel ephone messages efficiently. 
13 Are not skilled i n the business English fundamentals of punc tua t ion, cap~talization, and spelling. 
11 Are unable to attain the speeds necessary for taking dictation in an off i ce. 
THE SHORTHANO MACHINE: 
20 Is too bulky to move about when office workers are called into the office to take dictation. 
21 Is too expensive to operate because of the cost of t he paper tapes and ribbo ns. 
19 Is noisy to operate and thus distracts the dictator dur-ing the dic tati on proces s. 
Mean 
3. 0000 
2.8151 
2.8151 
2. 7647 
2.7227 
2. 7227 
2. 7143 
2. 7059 
2 . 9244 
2.8403 
2. 8151 
Standard 
Deviation 
.4318 
. 4688 
. 4688 
. 4641 
. 5512 
. 5030 
. 4896 
.5873 
. 5069 
.4507 
.4688 
~ 
APPENDIX K 
UNSOLICITED COMMENTS WRITTEN ON QUE$TIONNAIRES 
BY RESPONDENTS 
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Comments of those respondents refusing to participate in study: 
Dear Sir: To date I have had no girl work for me who took short-
hand, nor have I made a requirment [sic] when hirjng. However, 
there have been times when I wish that they did take shorthand. 
We don't require shorthand--but I wouldn't say it doesn't develop 
any special skills. 
Our company believes that shorthand is a vital need to the business 
world. Even though an employee is not employed as a secretary, if 
she has typing skills and shorthand skills, she is of more value to 
the company. It also increases skill in correct punctuation, gram-
mar and capitalization rules of which the ·youth of today is very 
lacking. We always consider this a plus in hiring employees . 
Comments of those respondents who participated in study: 
We have found that students who have successfully completed courses 
in shorthand (symbolic) have a kind of mental discipline that makes 
for a more alert and competent person. 
Shorthand has nothing to do with a person's job proficiency. It is 
a skill that increases job marketability of a person in a secretar-
ial area. 
Dictation is not used a great deal but the girls who have shorthand 
are usually better with English fundamentals--therefore, if avail-
able we take them first--dictaphones are becoming more popular all 
the time. 
My company has no hired office personel [sic). If I did hire I 
would use dictating equipment because it would be-more acurate 
[sic] than shorthand . 
It would be more helpful if students were taught how to spell cor-
rectly and how to write more legible [sic]. 
None of our girls use any form of shorthand and we don't notice any 
handicap because of this fact. 
Use of dictating machine used exclusively. Shorthand ties up two 
people unnecessarily. 
We often hire people who have shorthand for non-shorthand jobs. 
This gives us flexibility and a back-up for our secretarial line 
which is the most difficult of all to keep adequately staffed . 
Perhaps "secretaring" is a lost art. 
I am a female manager who has shorthand. These skills helped me 
move up to where I am now. 
194 
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